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State  Personnel  Division 
Department  of  Administration 
State  of  Montana 

In  February  1996,  the  State  of  Montana  selected  Anderson  ZurMuehlen  &  Co.  P.C,  to 
conduct  the  1996  State  of  Montana  Salary  and  Benefits  Survey,  and  present  a  report  of 
our  findings  by  April  30,  1996.  We  are  pleased  to  present  our  findings,  which  are 
primarily  based  on  data  gathered  from  AZ  &  Company's  survey  of  approximately  430 
Montana  employers  and  the  1995  Central  States  Compensation  Association  Survey.  In 
addition,  we  relied  on  data  gathered  in  a  1996  survey  of  Montana  health  care 
occupations,  conducted  by  an  independent  private  health  care  organization 

Our  findings  are  organized  as  follows: 

•  A  description  of  the  survey  methodology; 

•  A  summary  of  survey  respondents,  by  category; 

•  Average  salaries  and  number  of  employees  represented  by  responses  to  survey 
jobs;  and 

•  Average  employer-paid  benefits  in  several  categories. 

Information  is  provided  in  the  following  employer  categories: 

•  Montana  private  sector  employers; 

•  Montana  private  sector  employers  with  more  than  100  employees; 

•  Montana  private  sector  employers  with  fewer  than  100  employees;  and 

•  Montana  local  government  employers  (school  districts,  counties  and  cities). 

The  report  also  summarizes  salary  and  benefits  data  from  state  governments  in  Idaho, 
North  Dakota,  South  Dakota  and  Wyoming.  Based  on  the  salary  and  benefits  data,  we 
analyzed  the  State  of  Montana's  competitive  position  in  the  overall  labor  market    For  the 
purposes  of  this  report,  we  define  the  overall  labor  market  in  terms  of  the  employer 
categories  listed  above. 

We  hope  you  will  find  this  information  usefiil  and  informative. 

Sincerely, 

ANDERSON  ZURMUEHLEN  &  CO.,  PC. 


/Mj  J^^^^ 


Ellen  Feaver,  CPA 

Shareholder  anderson  zurmuehlen  &  cc.  p  c.  •  certified  public  accountants  &  business  consults- 
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Survey  Methodology  &  Summary  of  Respondents 


Analysis  of  the  State  of  Montana's  Overall 
Competitive  Position 


Survey  Methodology  &  Summary  of  Respondents 

Survey  Methodology 

On  December  5,  1995,  the  State  of  Montana,  in  a  letter  by  Governor  Marc  Racicot 
(Appendix  1),  invited  1528  Montana  employers  to  participate  in  the  State  of  Montana's 
1996  Salary  and  Benefits  Survey.  These  employers  were  selected  in  a  stratified  random 
sample  by  the  Montana  Department  of  Labor  and  Industry  (see  Appendix  2  for  a 
discussion  of  the  sampling  procedure).  Approximately  426  employers  responded  by 
returning  a  postcard  indicating  that  they  were  willing  to  participate. 

AZ  &  Company  mailed  survey  packets  to  all  of  the  employers  who  agreed  to  participate. 
In  addition,  we  mailed  surveys  to  several  large  local  government  organizations  that  were 
not  included  in  the  random  sample.  These  packets  (Appendix  3)  included: 

•  Survey  job  descriptions  for  65  survey  jobs, 

•  Job  matching  forms;  and 

•  Benefits  survey  forms. 

We  asked  employers  to  carefijlly  review  the  survey  job  descriptions  and  to  provide  salary 
and  other  cash  compensation  information  for  all  jobs  in  their  organizations  that  were  good 
matches  for  the  State  of  Montana  survey  jobs.  In  addition,  we  asked  employers  to  provide 
benefits  information  even  if  they  did  not  have  jobs  that  matched  the  survey  jobs. 

We  received  189  responses  to  the  salary  survey  portion.    185  of  the  responding  employers 
also  provided  benefits  data.  Employers  who  responded  are  broken  down  into  the 
following  size  and  occupational  categories: 

Size  Categories 

10-19  Employees  41 

20-49  Employees  47 

50-99  Employees  31 

100-249  Employees  29 

250-499  Employees  9 

500-999  Employees  1 

1000  +  Employees  1 

Not  Listed  30 


Occupational  Categories 

Manufacturing/Printing/Constnjction          -  7 

Transportation  3 

Utilities/Communications  5 

Wholesale  10 

Retail  ^ 

Hotel/Motel/Restaurant/Laundry  18 

Banking/Insurance/Finance/Legal  1 5 

Schools  ^1 

Cities/Counties/Tribal  Government  39 

Medical  1^ 

Mining/Engineering/Environmental/ Architectural  1 7 

Social  Services/Membership  Organizations  8 

In  addition  to  the  above  responses,  we  used  salary  and  benefits  data  from  the  1995  Central 
States  Compensation  Association  (CSCA)  Survey,  which  includes  salary  and  benefits 
information  for  the  State  of  Montana  and  the  four  state  governments  selected  for 
comparison.  Data  from  the  survey,  which  includes  155  jobs,  is  listed  in  this  report.  CSCA 
data  is  used  to  arrive  at  overall  market  averages  for  each  State  of  Montana  pay  grade,  and 
to  compare  average  salaries  for  individual  jobs  matches.  Finally,  as  indicated  above,  we 
used  market  data  contained  in  a  1996  survey  of  Montana  health  care  organizations.  This 
data  is  also  included  in  overall  market  and  individual  salary  averages. 

The  following  sections  summarize  the  survey  results.  All  salary  averages  listed  in  the 
report  are  weighted  to  better  reflect  supply  and  demand  in  the  overall  labor  market. 


Analysis  of  the  State  of  Montana 's 
Overall  Competitive  Position 

Overall  Comparisons 

The  chart  on  the  following  page  lists  weighted  average  salaries,  by  grade  level  and 
employer  category,  for  all  survey  jobs  in  the  1996  State  of  Montana  Salary  Survey.  This 
data  is  included  in  the  "Local  Government"  and  three  "Private  Sector"  columns.  The  "4- 
State",  "Montana  State  Government"  and  "Overall  Market"  columns  include  salary 
information  from  the  1995  Central  States  Compensation  Association  Survey  and  a  1996 
survey  of  Montana  health  care  organizations,  conducted  by  an  independent  private  health 
care  organization. 

The  charts  and  graphs  in  this  report,  clearly  indicate  that  the  State  of  Montana  is 
substantially  more  competitive  in  its  pay  practices  for  jobs  in  lower  grade  levels  than  for 
those  in  higher  grades.  This  general  statement  holds  true  for  all  employer  categories  in 
our  survey. 

The  gap  between  pay  levels  at  higher  grades  is  particulariy  apparent  when  comparing  State 
of  Montana  salaries  and  those  of  Montana  private  sector  employers,  regardless  of  their 
size.  The  following  statistics  demonstrate  the  significance  of  the  salary  gap  for  grades  12 
through  18  when  State  salaries  are  compared  to  private  sector  salaries  in  Montana: 

Percentage  State  Salaries  are  Below 
Grade  Montana  Private  Sector 

12  13% 

13  14% 

14  19% 

15  12% 

16  25% 

17  33% 

18  30% 


Montana  employers  with  more  than  100  workers  compensate  their  employees 
approximately  the  same  as  employers  with  fewer  than  100  workers    Where  survey  results 
indicated  differences  by  occupation,  the  nature  of  large  organizations  would  tend  to 
explain  the  relative  complexity  or  importance  of  the  job  in  the  large  organization. 


WEIGHTED  AVERAGE  MONTHLY  SALARY 

By  Employer  Category  and  Grade  Level 


GRADE 

4-State 

Local 
Govt. 

All 
Private 
Sector 

Private 

>100 

Private 
<100 

Montana 
State 
Govt. 

Overall 
Market 

5 

$      - 

$  1,044 

$  1,018 

$      962 

$  1,134 

$     1,127 

$  1,049 

6 

$  1,193 

$  1,257 

$  1,299 

$  1,294 

$  1,300 

$     1,238 

$  1,202 

7 

$      - 

$  1,266 

$  1,120 

$  1,083 

$  1,171 

$     1,347 

$  1,185 

8 

$  1,390 

$  1,250 

$  1,388 

$  1,279 

$  1,514 

$     1,408 

$  1,369 

9 

$  1,719 

$  1,774 

$  1,660 

$  1,702 

$  1,642 

$     1,560 

$  1,716 

10 

$  1,732 

$  1,999 

$  1,784 

$  1,647 

$  1,883 

$     1,775 

$  1,749 

11 

$  1,997 

$  2,181 

$  2,159 

$  2,114 

$  2,057 

$     1,917 

$  2,003 

12 

$  2,145 

$  2,167 

$  2,315 

$  2,228 

$  2,414 

$     2,015 

$  2,159 

13 

$  2,306 

$  2,411 

$  2,475 

$  2,498 

$  2,462 

$     2,138 

$  2,316 

14 

$  2,498 

$  2,587 

$  2,848 

$  2,863 

$  2,832 

$     2,316 

$  2,518 

15 

$  2,911 

$  2,702 

$  3,021 

$  3,018 

$  3,025 

$     2,644 

$  2,907 

16 

$  2,919 

$  3,444 

$  3,871 

$  3,883 

$  3,866 

$     2,915 

$  3,008 

17 

$  3,841 

$  3,938 

$  4,991 

$  5,306 

$  4,895 

$     3,365 

$  4,166 

18 

$  3,529 

$  3,323 

$  5,265 

$  5,837 

$  5,243 

$     3,672 

$  3,893 

4 


In  each  case,  workers  who  are  the  equivalent  of  Grade  9  or  higher  are  paid  greater  salaries 
on  average  than  State  workers. 

When  other  cash  compensation  is  considered.  State  pay  scales  are  even  less  competitive 
with  Montana  private  employers  for  a  number  of  job  categories    (See  the  report  section  of 
Other  Cash  Compensation  for  more  information.) 

Local  government  employees  who  are  the  equivalent  of  Grade  9  and  higher  are  paid  more, 
on  average,  than  State  workers.  The  same  holds  true  in  almost  every  case  when  State  of 
Montana  salaries  are  compared  to  comparable  jobs  in  the  four  contiguous  states. 

Our  survey  of  Montana  employers  included  one  job  each  at  grades  17  and  18,  the  highest 
grade  levels  we  surveyed: 

•  Grade  1 7  -  Professional  Accountant,  Level  6 

•  Grade  1 8  -  Attorney 

On  average,  salaries  for  State  of  Montana  professional  accountant  jobs  at  grade  17  are 
28%  below  the  salaries  paid  by  all  Montana  employers,  and  34%  below  the  average 
salaries  paid  by  Montana  private  sector  employers.  Similariy,  average  salaries  for  State  of 
Montana  attorney  jobs  at  Grade  18  are  31%  below  the  average  salaries  paid  by  all 
Montana  employers,  and  40%  below  the  average  salaries  paid  by  Montana  private  sector 
employers. 

Contrasted  with  the  data  from  the  Central  States  Survey,  Montana  local  government 
employers  and  overall  market  averages,  the  salary  averages  for  the  two  survey  jobs 
described  in  the  preceding  paragraph  may  exaggerate  the  disparity  between  State  jobs  at 
the  highest  levels  in  the  1996  State  of  Montana  Survey,  and  those  of  other  employers. 

The  Central  States  Survey  included  122  jobs.  When  pay  for  State  of  Montana  jobs  is 
compared  to  the  four  state  governments  of  Wyoming,  North  Dakota,  South  Dakota  and 
Idaho,  24  jobs  (20%)  fall  below  85%  of  average  compensation.  A  number  of  these  jobs 
have  no  private  sector  equivalent,  or  at  least  few  near  matches    This  is  one  reason  the 
state  government  to  state  government  comparison  is  useful  to  review  in  addition  to  the 
Montana  survey. 

Some  would  argue  that  Montana  private  sector  employers  more  strongly  compete  for 
talent  with  the  State  of  Montana  than  do  the  four  comparison  states    While  this  may  be 
true,  the  four-state  comparison  supports  the  conclusions  reached  in  the  Montana  survey. 
A  substantial  percentage  of  State  of  Montana  jobs  are  compensated  significantly  below  the 
market. 


Occupational  Comparisons 

We  also  analyzed  State  of  Montana  compensation  practices  to  identify  occupations  for 
which  the  State  ranks  significantly  higher  or  lower  than  other  employers  in  the  competitive 
labor  market.   To  do  so,  we  compared  weighted  average  salaries,  by  survey  job,  in  both 
the  1996  State  of  Montana  Salary  Survey,  which  we  conducted,  and  the  1995  CSC. A. 
Survey.  We  divided  State  of  Montana  average  salaries  by  those  of  other  employers 
included  in  both  surveys,  and  looked  for  "compa-ratios"  that  either  exceeded  1.15  or  fell 
below  .85.  The  following  survey  jobs  fell  into  these  categories. 

Jobs  for  Which  the  State  of  Montana  Compensates  Significantly  Higher  (More  Than 
15%  Above  Survey  Average) 

CSCA  Survey:  Custodian,  Grade  6 

Resident  Care  Aide,  Grade  10 
Computer  Operator,  Level  2,  Grade  1 1 
Drivers  Services  Specialist,  Grade  1 1 
Employment  Services  Specialist,  Grade  12 
Electronic  Equipment  Technician,  Grade  13 
Business  Development  Officer,  Grade  16 

State  of  Montana  Survey:  Cook,  Grade  7 

Laundry  Worker,  Grade  7 

Custodian,  Grade  7 

Computer  Operator,  Grade  10 

Computer  Operator,  Grade  1 1 

Information  Systems  Support  Specialist,  Grade  15 

Jobs  for  Which  the  State  of  Montana  Compensates  Significantly  Lower  (More  Than 
15%  Below  Survey  Average) 

CSCA  Survey:'  Administrative  Support,  Grade  9 

Fingerprint  Technician,  Grade  9 
Civil  Engineering  Specialist,  Grade  12 
Forester,  Grade  13 
RAV  Agent,  Grade  13 
Park  Operation  Specialist,  Grade  13 
Occupational  Safety/Health  Specialist,  Grade  14 
FishAVildlife  Biologist,  Grade  14 
Programmer  Analyst,  Grade  14 
Civil  Engineering  Specialist,  Grade  14 
Occupational  Therapist,  Grade  14 
Social  Worker,  Grade  14 
RAV  Agent,  Grade  14 
Programmer  Analyst,  Grade  1 5 
Building  Construction  Consultant,  Grade  15 


CSCA  Survey:   (Cont.) 


Employment  Services  Specialist,  Grade  15 
Planner,  Grade  15 
Personnel  Officer,  Grade  16 
Highway  Patrol  Captain,  Grade  16 
Accounting  &  Fiscal  Manager,  Grade  17 
Budget  Analyst,  Grade  17 
Information  Systems  Manager,  Grade  17 
Centralized  Services  Manager,  Grade  17 
Engineering  Manager,  Grade  18 


State  of  Montana  Survey:  Drafter,  Grade  9 

Maintenance  Worker,  Level  4,  Grade  1 1 
Designer,  Grade  12 

Professional  Engineer,  Level  1,  Grade  12 
Professional  Engineer,  Level  2,  Grade  13 
Environmental  Specialist,  Level  1,  Grade  13 
Administrative  Officer,  Grade  14 
Professional  Engineer,  Level  3,  Grade  14 
Environmental  Specialist,  Level  2,  Grade  14 
Professional  Engineer,  Level  4,  Grade  1 5 
Professional  Accountant,  Level  5,  Grade  16 
Professional  Engineer,  Level  5,  Grade  16 
Environmental  Specialist,  Level  4,  Grade  16 
Professional  Accountant,  Level  6,  Grade  1 7 
Attorney,  Grade  1 8 

As  indicated  by  the  above  list,  the  State  of  Montana  compensates  significantly  higher  than 
other  employers  in  the  labor  market  for  several  survey  jobs  at  grade  7  and  below,  but  does 
not  compensate  significantly  lower  than  other  employers  for  any  survey  jobs  at  these  grade 
levels. 

The  list  of  jobs  for  which  the  State  compensates  significantly  less  than  other  employers 
includes  several  major  occupational  categories,  including  accounting  and  financial  jobs, 
engineering  and  related  jobs,  and  various  technical  and  professional  level  occupations. 
State  compensation  is  less  than  85%  of  the  average  market  pay  for  fifteen  of  these  jobs 
(23%  of  the  jobs  surveyed). 


Comparison  of  State  Benefits  to  Montana  Private  Sector  Employers 

A  number  of  small  employers  do  not  provide  health  insurance  or  retirement  plans  for 
employees.  Employee  benefits  data  provided  in  this  report  indicate  averages  only  for 
those  survey  respondents  who  reported  paying  benefits. 


The  State's  health  plan  benefits  exceed  private  sector  and  local  government  benefits. 
However,  Montana  state  government  spends  less  on  employee  health  insurance  than  local 
governments  and  less  on  family  coverage  than  private  employers.  Likewise,  the  share  of 
health  premiums  paid  by  State  workers  is  only  $75  for  family  coverage,  while  private 
company  workers  pay  $216  out  of  their  paychecks  for  family  coverage.  The  average  local 
government  worker  pays  $224  for  family  coverage. 

Montana  state  government  benefits  are  about  the  same  as  the  four  other  state  governments 
included  in  the  survey. 

The  State's  size  provides  an  advantage  in  purchasing  employee  benefits  in  a  cost  effective 
manner.  The  state's  health  insurance  is  not  only  low  cost,  it  offers  more  complete 
coverage  than  private  employers  and  local  governments,  on  average.  Health  insurance  is  a 
significant  benefit,  providing  the  State  an  advantage  in  recruitment  and  retention  of 
employees. 

Similarly,  the  total  potential  paid  leave  days  of  37.5  days  for  a  first  year  employee  provide 
a  market  advantage.  Private  employers  offer  only  25  paid  leave  days  to  first  year 
employees. 

The  private  sector  and  local  government  entities  provide  greater  retirement  plan 
contributions,  on  average,  than  the  State.  Local  government  comparisons  include  a 
number  of  school  districts  providing  Teachers'  Retirement  System  contributions,  which 
exceed  Public  Employee  System  contributions,  as  well  as  retirement  contributions  for  a 
significant  number  of  law  enforcement  and  judicial  employees,  at  rates  exceeding  PERS 
rates. 

Overall,  private  employers  with  retirement  plans  indicated  contributions  of  $231  per 
month,  compared  to  $135  for  State  contributions.  This  represents  a  44%  difference  in 
employer  contributions.  As  indicated  above,  however,  this  data  includes  information  for 
only  those  private  employers  who  responded  that  they  provide  retirement  benefits. 

In  recruitment  and  retention,  employee  benefits  make  a  difference  only  if  salary  differences 
are  not  too  significant.  When  private  sector  salaries  and  surrounding  state  governments' 
salaries  exceed  State  salaries  by  more  than  15%,  employee  benefits  are  not  likely  to  make 
a  difference  regarding  recruitment  and  in  many  cases,  retention  of  qualified  employees. 

We  have  not  performed  the  research  to  determine  the  point  at  which  a  more  complete 
benefit  package  will  overcome  a  below  market  salary.  It  is  also  difficult  to  weigh  the 
importance  of  low  cost  health  insurance  and  paid  time  off  work  against  a  greater 
retirement  contribution  offered  by  some  private  employers.  In  the  private  sector  a  number 
of  retirement  plans  offer  the  employee  control  over  the  retirement  investment. 


Retirement  planning  has  become  increasingly  important  to  employees    The  State's  average 
retirement  plan  contribution  has  not  kept  up  with  employer  contributions  made  by  small 
employers.   This  benefit  component  would  likely  offset  some  of  the  advantages  of  the 
health  plan  and  paid  leave. 

If  we  assume  the  State's  benefit  package  is  more  complete  than  its  recruitment 
competitors,  based  upon  our  observation  of  Montana  employers'  recruitment  experience, 
we  believe  a  15%  or  greater  salary  differential  cannot  be  made  up  by  the  State's  health 
insurance  and  paid  days  off"  work. 

Other  Cash  Compensafion 

In  our  survey,  we  asked  employers  to  provide  data  regarding  other  cash  compensation 
that  they  provide  to  their  employees,  such  as  bonuses,  profit-sharing,  etc.  We  learned  that 
such  compensation  practices  are  prevalent  in  many  organizations  and,  in  some  cases, 
comprise  a  significant  percentage  of  total  compensation.  For  example,  average  annual 
bonuses  and  profit-sharing  for  senior-level  engineers,  whose  base  salaries  already 
significantly  exceed  those  of  State  of  Montana  jobs,  range  fi-om  $4,000  to  $10,000. 
Likewise,  other  cash  compensation  for  attorney  jobs  averages  $8,700  annually. 
Professional  Accountants,  Level  6  received  other  cash  compensation  of  $8,685. 

Listed  below  are  the  number  of  cases  in  which  employers  provide  other  cash 
compensation,  in  the  form  of  bonuses  and/or  profit-sharing,  for  each  survey  job,  as  well  as 
the  average  annual  amount  of  such  compensation: 


Job# 

#  of  Cases 

Ave,  Annual  Amount 

1 

3 

$  1,573 

2 

6 

1,344 

3 

5 

724 

4 

5 

622 

5 

2 

431 

6 

2 

2,200 

7 

6 

1,163 

8 

2 

1,507 

9 

4 

3,626    * 

10 

9 

8,685    * 

11 

3 

1,450 

12 

1 

818 

13 

2 

450 

14 

2 

925 

15 

4 

1,510 

16 

— 

Job# 

#  of  Cases 

Av£  Annual 

1  Amount 

17 

8 

$      577 

18 

10 

974 

19 

3 

517 

20 

2 

2,854 

21 

1 

963 

22 

2 

1,250 

23 

4 

1,475 

24 

~ 

25 

3 

507 

26 

— 

27 

— 

28 

2 

2,007 

29 

1 

700 

30 

2 

1,500 

31 

— 

32 

~ 

33 

3 

2,200 

34 

2 

1,500 

35 

— 

36 

— 

37 

2 

1,500 

38  (deleted) 

39 

2 

2,485 

40 

2 

731 

41 

2 

1,210 

42 

4 

1,202 

43 

5 

2,546 

44 

4 

4,209 

45 

6 

10,038 

46 

— 

47 

1 

4,131 

48 

2 

1,225 

49 

2 

1,902 

50 

8 

4,043 

51 

— 

52 

5 

8,700 

* 

53 

2 

222 

54 

1 

1,000 

55 

1 

400 

56 

— 

57 

1 

100 

58 

1 

1,836 

59 

1 

1,000 
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Job#  U  of  Cases  Avg  Annual  Amount 

60  1  $   50 

61  1  250 

62  1  100 

63  --  * 

64  2  2,300 

65  4  731 

•Indicates  jobs  where  the  State's  pay  is  less  than  85%  of  Montana  market  pay. 

Not  all  employers  indicated  payment  of  other  cash  compensation    However,  in  many  of 
the  jobs  where  the  State's  salary  is  least  competitive,  bonuses  and  other  compensation 
exacerbate  the  situation. 


Assessment  of  Whether  Jobs  Selected  by  the  State  and  Market  Surveyed  are 
Adequate  Criteria  on  Which  to  Analyze  the  State's  Competitive  Position. 

The  survey  approach  compared  compensation  for  State  jobs  with  multiple  markets  and 
market  segments.  The  conclusions  were  consistent  in  every  comparison  made. 

Private  employers  across  Montana  were  reasonably  represented  by  Survey  participants. 
Job  matches  and  salary  data  from  private  employers  were  remarkably  consistent,  lending 
credibility  to  the  data  and  the  comparisons. 

Comparisons  to  local  governments  and  public  schools  included  representative  data  from 
across  the  State.  These  employers  provide  significant  competition  for  employee  talent. 

North  and  South  Dakota,  Wyoming  and  Idaho  state  governments  provide  reasonable 
comparisons  for  similar  jobs.  State  governments  tend  to  have  highly  structured  pay 
systems  and  job  classifications.  Comparison  to  these  four  states  lends  credibility  to  the 
overall  survey  conclusions. 

Assessing  whether  the  jobs  selected  provide  an  appropriate  basis  for  conclusions  regarding 
the  State's  competitive  position  is  slightly  more  difficult    Except  for  grades  17  and  18 
(previously  addressed),  there  were  several  job  matches  from  each  grade  surveyed.  Jobs 
surveyed  represent  high  numbers  of  State  employees,  in  most  instances.  Occupations  such 
as  accounting  jobs,  computer  related  jobs,  secretarial  and  clerical  jobs  are  common  in  each 
type  of  employer  included  in  the  survey.  Professional  and  technical  jobs  surveyed,  while 
not  as  common  in  the  work  force,  were  matched  adequately  with  private  sector  jobs. 

Given  the  common  nature  of  the  jobs  surveyed  and  the  consistency  of  results  from  grade 
to  grade,  we  believe  the  jobs  surveyed  do  provide  a  reasonable  basis  for  assessing  the 
State's  competitive  position  in  the  market. 


II 


Weighted  Average  Salaries 


WEIGHTED  AVERAGE  MONTHLY  SALARY 

COMPA-RATIOS 


Montana 

All 

State 

4-State 

Local 

Private 

Private 

Private 

Overall 

GRADE 

Govt. 

Govt. 

Sector 

>  100 

<  100 

Market 

5 

$  1,127 

_ 

1.08 

1.11 

1.17 

0.99 

1.07 

6 

$  1,238 

1.04 

0.98 

0.95 

0.96 

0.95 

1.03 

7 

$  1,347 

- 

1.06 

1.20 

1.24 

1.15 

1.14 

8 

$  1,408 

1.01 

1.13 

1.01 

1.10 

0.93 

1.03 

9 

$  1,560 

0.91 

0.88 

0.94 

0.92 

0.95 

0.91 

10 

$  1,775 

1.02 

0.89 

0.99 

1.08 

0.94 

1.01 

11 

$  1,917 

0.96 

0.88 

0.89 

0.91 

0.93 

0.96 

12 

$  2,015 

0.94 

0.93 

0.87 

0.90 

0.83 

0.93 

13 

$  2,138 

0.93 

0.89 

0.86 

0.86 

0.87 

0.92 

14 

$  2,316 

0.93 

0.90 

0.81 

0.81 

0.82 

0.92 

IS 

$  2,644 

0.91 

0.98 

0.88 

088 

0.87 

0.91 

16 

$  2,915 

1.00 

0.85 

0.75 

0.75 

0.75 

0.97 

17 

$  3,365 

0.88 

0.85 

0.67 

0.63 

0.69 

0.81 

18 

$  3,672 

1.04 

1.11 

0.70 

0.63 

0.70 

0.94 
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WEIGHTED  AVERAGE  SALARIES 
State  of  Montana  and  Four  Contiguous  States 

(Source:   1995  C.S.C.A.  Salarj  Survey) 


#of 

Average 

#of 

Average 

Employees 

Salarj' 

Employees 

Salary 

Grade        Classification  Title 

(4-Statc) 

(4-Sfate) 

(MT) 

(MT) 

6           Food  Service  Worker 

164 

1143 

107 

1173 

Custodian 

708 

1204 

10 

1458 

8           Cottage  Life  Attendant 

78 

1409 

22 

1333 

Resident  Care  Aide 

550 

1248 

374 

1390 

Cook 

68 

1464 

34 

1436 

Administrative  Support 

1315 

1476 

275 

1406 

Administrative  Support 

30 

1568 

275 

1406 

Administrative  Support 

1095 

1348 

275 

1406 

9           Accounting  Technician 

319 

1703 

91 

1572 

Medical  Records  Technician 

14 

1827 

2 

1738 

Administrative  Suppwrt 

316 

1719 

220 

1534 

Administrative  Support 

13 

1823 

220 

1534 

Fingerprint  Technician 

5 

2171 

3 

1587 

10          Equipment  Operator 

1138 

1710 

4 

1759 

Licensed  Practical  Nurse 

255 

1861 

56 

1654 

Electronic  Equipment  Technician 

14 

1864 

10 

1916 

Resident  Care  Aide 

136 

1648 

25 

1790 

Resident  Care  Aide 

31 

1527 

25 

1790 

11           Accounting  Technician 

92 

1954 

37 

1858 

Correctional  Officer 

981 

1742 

172 

1870 

Drivers  Services  Specialist 

47 

1385 

23 

1800 

Eligibility  Examiner 

567 

2044 

162 

1842 

Auditor 

66 

2123 

53 

1913 

Equipment  Mechanic 

147 

2048 

5 

1836 

Information  Systems  Operator 

28 

1638 

18 

1879 

12           GVW  Compliance  Officer 

188 

1943 

80 

1960 

Purchasing/Supply  Specialist 

20 

2174 

16 

2055 

Personnel  Specialist 

21 

1871 

10 

2131 

Civil  Engineering  Specialist 

135 

2658 

8 

1985 

Graphic  Design  Specialist 

12 

1902 

5 

2085 

Correctional  Officer  Supervisor 

91 

2300 

37 

2058 

Librarian 

55 

1858 

5 

1864 

Eligibility  Examiner 

55 

2094 

32 

2055 

Correctional  Treatment  Specialist 

71 

2274 

2 

1949 

Employment  Services  Specialist 

56 

1653 

136 

1953 

13 


Grade        Classification  Title 


«of 
Employees 

(4-State) 


ANcragc 

Salar>' 

(4-Statc) 


it  of 
Employees 

(MT) 


Average 

Salary 

(MT) 


13 


14 


Forester 

Electronic  Equipment  Operator 

Social  Worker 

Eligibility  Examiner 

Auditor 

Right-of-Way  Agent 

Librarian 

Parks  Operation  Specialist 

Emplo>Tnent  Counselor 

Water  Quality  Specialist 

Registered  Nurse 

Park  Operation  Specialist 

Compliance  Specialist 

Insurance  Examiner 

Bank  Examiner 

Medical  Technologist 

Programmer  Analyst 

Engineering  Project  Technician 

Disability  Claims  Examiner 

Highway  Patrol  Officer 

Medical  Technologist 

Occupational/Safety  Health  Spec. 

Purchasing  Agent 

Health  Care  Facility  Surveyor 

Fish/  Wildlife  Biologist 

Programmer  Analyst 

Programmer  Analyst 

Historic  Preservation  Officer 

Programmer  Analyst 

Research  Specialist 

Info.  Systems  Support  Specialist 

Civil  Engineering  SpeciaUst 

Occupational  Therapist 

Vocational  Rehab.  Counselor 

Vocational  Rehab.  Counselor 

Social  Worker 

Chemist 

Fish  &  Game  Warden 

Hydologist 

Social  Worker 

Right  of  Way  Agent 

Probation/Parole  Officer 

Recreation  Therapist 


56 

2570 

52 

1805 

76 

1827 

131 

2620 

113 

2198 

25 

257! 

24 

2131 

11 

2318 

279 

2049 

32 

2055 

223 

2350 

36 

2683 

9 

2415 

5 

2648 

30 

1844 

18 

2176 

79 

2228 

363 

2314 

18 

2215 

453 

2504 

15 

2334 

8 

2868 

17 

2245 

71 

2664 

112 

2572 

145 

2659 

68 

2638 

IS 

2259 

37 

2050 

42 

2352 

46 

2130 

16 

3089 

11 

3209 

70 

2135 

41 

2267 

187 

2871 

40 

2566 

199 

2504 

16 

2890 

590 

2437 

18 

3076 

39 

2025 

44 

2074 

32 

21 

72 

39 

24 

14 

3 

4 

16 

1 

30 

4 

18 
1 

7 
10 
15 
18 

2 
92 
13 

9 

5 
28 
11 
14 
14 

7 
14 
35 
54 
50 

2 

16 
16 
99 

9 
64 
15 
99 
14 
82 

8 


2081 

2207 

2007 

2214 

2025 

2147 

2033 

2170 

2190 

1964 

2065 

2170 

2049 

2307 

1775 

1934 

2019 

2206 

2053 

2382 

2225 

2232 

2462 

2371 

2156 

2238 

2238 

2306 

2238 

2282 

2238 

2186 

2594 

2252 

2252 

2191 

2328 

2368 

2489 

2191 

2399 

2248 

2355 
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Grade        Classirication  Title 


Employees 

(4-State) 


Average 

Salary 

(4-Statc) 


#of 
Employees 

(MT) 


Average 

Salary 

(MT) 


15  Programmer  Analyst 
Environmental  Engineer  Specialist 
Civil  Engineering  Specialist 
Programmer  Analyst 

Building  Construction  Consultant 

Employment  Services  Specialist 

Management  Analyst 

Nutritionist 

Planner 

Mental  Retardation  Specialist 

Economist 

Information  Specialist 

Personnel  Officer 

Accountant 

Registered  Nurse 

Aircraft  Pilot 

Employment  Services  Manager 

16  Registered  Nurse 
Engineering  Project  Manager 
Econ.  Assistance  County  Supv. 
Personnel  Specialist 
Education  Program  Representative 
Human  Services  Manager 
Librarian 

Hearings  Officer 
Highway  Patrol  Captain 
Probation/Parole  Reg.  Supervisor 
Maintenance  Services  Manager 
Social  Worker 

Info.  Systems  Support  Specialist 
Business  Development  Officer 
Psychology  Specialist 
Programmer  Analyst 

17  Accounting  &  Fiscal  Manager 
Budget  Analyst 

Nursing  Services  Manager 
Infonnation  Systems  Manager 
Centralized  Services  Manager 

18  Engineering  Manager 
Agency  Counsel 
Treatment  Services  Supervisor 
Bureau  Chief,  Classification 
Career  Executive  Assignment 
Career  Executive  Assignment 


48 

2908 

35 

2535 

97 

2852 

26 

2641 

219 

3020 

39 

2818 

71 

3083 

35 

2535 

76 

3407 

2 

2520 

15 

3161 

15 

2279 

25 

2689 

6 

2599 

24 

2402 

5 

2379 

8 

3433 

3 

2488 

46 

2551 

8 

2516 

15 

2839 

6 

2422 

49 

2492 

10 

2501 

37 

3146 

3 

2565 

119 

2899 

43 

2553 

118 

2437 

51 

2454 

24 

2972 

5 

2560 

29 

3015 

15 

2562 

102 

2811 

16 

2664 

267 

3001 

5 

2898 

28 

2946 

12 

2841 

15 

2976 

1 

2936 

59 

2613 

39 

2775 

22 

2541 

9 

2894 

7 

3266 

2 

2796 

7 

2920 

8 

2912 

16 

3718 

5 

3069 

24 

2979 

16 

2956 

14 

2995 

6 

2730 

202 

2558  ' 

38 

2799 

146 

3323 

59 

2848 

5 

2350 

7 

2721 

160 

3081 

5 

2926 

51 

3090 

33 

2920 

31 

3976 

10 

3139 

20 

3412 

3 

2876 

5 

3944 

2 

3651 

6 

4173 

24 

3243 

9 

4053 

3 

3130 

29 

4577 

9 

3729 

56 

3463 

3 

3149 

12 

3261 

6 

3222 

4 

4015 

20 

3446 

11 

3791 

20 

3446 

68 

3113 

20 

3446 
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1996  STATE  OF  MONTANA  SALARY  SURVEY 


SUR\TEY  JOBS  BY  GRADE  LEVEL 


Weighted Avg.  Monthly  Salary  By  Employer  Category 


13 


24 


S3 


14 


GRADES 

Compa- 

Ratios 

Office  Clerk 

KfT  Private  Sector 

S 

1,265 

249005 

Private  Sector  >100 

S 

1,341 

Private  Sector  <  100 

s 

1,164 

Local  Government 

s 

1,088 

Other 

s 

1,288 

Total 

s 

1,197 

0.88 

4-State 

s 

- 

MT  State  Govt. 

s 

1,059 

Data  Entrj'  Operator,  Level  1 

MT  Private  Sector 

s 

1,355 

249106 

Private  Sector  >  1 00 

s 

1,465 

Private  Sector  <  100 

s 

1,272 

Local  Government 

s 

1,191 

Other 

s 

- 

Total 

s 

1,334 

0.87 

4-State 

$ 

- 

MT  State  Govt. 

s 

1,158 

Food  Service  Worker 

MT  Private  Sector 

s 

912 

311001 

Private  Sector  >  100 

s 

892 

Private  Sector  <  100 

s 

981 

Local  Government 

s 

1,023 

Other 

s 

1,042 

Total 

s 

955 

1.06 

4-State 

s 

- 

MT  State  Govt. 

s 

1,015 

GRADE  6 

Administrative  Clerk,  Level  1 

MT  Private  Sector 

s 

1,249 

249106 

Private  Sector  >  100 

s 

1,109 

Private  Sector  <  100 

$ 

1,277 

Local  Government 

s 

1,261 

Other 

s 

- 

Total 

s 

1,251 

0.93 

4-State 

s 

- 

MT  State  Govt 

s 

1,158 

16 


25  Data  Entrj  Operator,  Level  2 

249107 


hfT Private  Sector  S 

Private  Sector  >  J  00  S 

Private  Sector  <  100  S 

Local  Government  S 

Other  S 

Total  S 

4-State  S 

^f^  State  Govt.  $ 


Compa- 
Ratios 


U91 
1,422 
1,384 

1,349 
1,374 

1,312 


0.95 


55 


Mail  Clerk 
231002 


KIT  Private  Sector  S  1,140 

Private  Sector  >  1 00  $  1,343 

Private  Sector  <  100  S  1,058 

Local  Government  S  1,251 

Or/jer  S 

Total  S  1,167 

AfT  State  Govt.  S  1,186 


1.02 


GRADE? 


Accounting  Clerk,  Level  1 

219002 


AfT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 
Total 
4-State 
MT  State  Govt. 


S 


S  1,246 
$  1,117 
1,271 
S  1,310 
$ 
S      1,265 


IS 


Administrative  Clerk,  Level  2 
249107 


17 


MT  Private  Sector  S  1,452 

Private  Sector  >  100  S  1,640 

Private  Sector  <  100  S  1,335 

Local  Government  S  1,516 

Other  S 

Total  S  1,488  0.88 

4-State  $ 

MT  State  Govt.  $  1,312 


Secretarj&  Admin.  Asst,  Level  1  AYTPr/voreScc/or  $  1,283 

249107                                                Private  Sector  >  100  $  Mil 

Private  Sector  <  100  S  1,267 

Local  Government  S  1,340 

Other  $ 

Total  S  1,309          1.00 

4-State  S 

MT  State  Govt.  S  1,312 


17 


54 


Cook 
315001 


MT  Private  Sector 
Private  Sector  >100 
Private  Sector  <100 
Local  Government 
Other 
Total 
4-State 
MT  State  Govt. 


Compa- 
Ratios 


S  1,018 

S  955 

S  1,145 

S  1,261 

S  1,267 

S  1,139 
S 

S  1,358 


1.19 


57  Laundry  Worker 

361102 


MT  Private  Sector  S  900 

Private  Sector  >  100  S  917 

Private  Sector  <  100  S  887 

Local  Government  S  1,097 

Other  S  1,092 

Total  S  1,020 

4-State  S 

MT  State  Govt.  S  1,442 


1.41 


58 


Custodian 
382102 


MT  Private  Sector  S  1,126 

Private  Sector  >  1 00  S  1,145 

Private  Sector  <100  S  1,027 

Local  Government  S  1,222 

Other  S  1,073 

Total  S  1,171 

4-State  S 

MT  State  Govt.  $  1^23 


1.30 


GRADES 


Accounting  Clerk,  Level  2 

219003 


MT  Private  Sector 
Private  Sector  >I00 
Private  Sector  <100 
Local  Government 
Other 
Total 
4-State 
MT  State  Govt. 


S  1,523 
S  1414 
1,531 
1,739 


1,599 


1,489 


0.93 


12  Word  Processing  Operator 

249008 


MT  Private  Sector  $  1,497 

Private  Sector  >  1 00  S  1,641 

Private  Sector  <100  S  1 ,4  39 

Local  Government  S  1,327 

Other  S 

Total  S  1426 

4-Stale  S 

MT  State  Govt.  $  1,411 


0.92 


18 


16 


18 


Com  pa- 
Ratios 

Administrative  Clerk,  Level  3         KfT Private  Sector  S  1,581 

249108  Private  Sector  >  100  $ 

Private  Sector  <  1 00  S  1,581 

Local  Government  S  1,594 

Other  S  1,215 

Total  S  1,376  1.03 

4-State  S 

AfT  State  Govt.  S  1,411 

Secretary  &  Admin.  AssL,  Level  2  A/7"  Pr/Vo/eSec/or  S  1,503 

249108  Private  Sector  >  100  $  1,357 

Private  Sector  <  100  S  1,585 

Local  Government  S  1,434 

Other  S  1,501 

Other  $  1,354 

Total  S  1,475  0.96 

4-State  S 

MT  State  Govt.  S  1,411 


35 


Teacher  Aide 
094009 


MT  Private  Sector  S 

Private  Sector  >  1 00  S 

Private  Sector  <  J  00  S 

Local  Government  S      1,078 

Or/jer  S 

ro/a/  S      1,078 

4-State  S 

Xrr  State  Govt.  S      1,236 


1.15 


56  Printing  Press  Operator 

651010 


Aff  Private  Sector  S 

Private  Sector  >  JOG  S 

Private  Sector  <]  00  S 

Local  Government  $      1,500 

Other  S      1,485 

Total  $      1,494 

4-State  S 

MT  State  Govt.  $      1,328 


0.89 


60  Maintenance  Worker,  Level  1 

899001 


MT  Private  Sector  $  1,276 

Private  Sector  >J00  S  1,144 

Private  Sector  <  100  $  1,507 

Local  Government  S  1,284 

Other  S  1,267 

Total  $  1,278 

4-State  S 

MT  State  Govt.  $  1,415 


1.11 


19 


11 


19 


37 


59 


Compa- 

GRADE  9 

Ratios 

Accounting  Technician,  Level  1 

A/7  Private  Sector 

S 

1,599 

160003 

Private  Sector  >100 

S 

1,412 

Private  Sector  <I00 

s 

1,636 

Local  Government 

s 

1,788 

Other 

s 

- 

Total 

s 

1,649 

0.97 

4-State 

s 

1,703 

KfT  State  Govt. 

s 

1,601 

Payroll  &  Benefits  Technician 

hfr  Private  Sector 

s 

1,721 

215004 

Private  Sector  >100 

s 

1,825 

Private  Sector  <  100 

s 

1,633 

Local  Government 

s 

1,729 

Other 

s 

- 

Total 

s 

1,724 

0.90 

4-State 

s 

- 

hn"  State  Govt. 

s 

1460 

Secretary  &  Admin.  AssL,  Level  3  MT  Private  Sector 

s 

1485 

249009 

Private  Sector  >  100 

s 

1,465 

Private  Sector  <  1 00 

s 

1,654 

Local  Government 

s 

1,786 

Other 

s 

2,047 

Total 

s 

1,745 

0.89 

4-State 

s 

- 

MT  State  Govt. 

s 

1450 

Drafter 

MT  Private  Sector 

s 

2,073 

017006 

Private  Sector  >  100 

s 

2,880 

Private  Sector  <  100 

s 

2,028 

Local  Government 

s 

2,064 

Other 

s 

- 

Total 

s 

2,072 

0.65 

4-State 

s 

- 

MT  State  Govt. 

s 

M39 

Custodial  Supervisor 

MT  Private  Sector 

s 

1,539 

382105 

Private  Sector  >100 

s 

1,611 

Private  Sector  <  100 

s 

1,250 

Local  Government 

s 

1,837 

Other 

s 

- 

Total 

s 

1,784 

0.98 

4-State 

s 

- 

MT  State  Govt. 

s 

1,745 

20 


61  Maintenance  Worker,  Level  2 

899002 


A/7  Private  Sector  S 

Private  Sector  >  1 00  S 

Private  Sector  <  100  S 

Local  Government  S 

Other  S 

Total  S 

4-State  S 

KfT  State  Govt.  S 


Compa- 
Ratios 


1,988 
1,563 
2,366 
1,680 

1,830 

1,596 


0.87 


65  Warehouse  Worker 

922002 


A/7  Private  Sector  S 

Private  Sector  >  100  S 

Private  Sector  <  100  S 

Local  Government  S 

Other  S 

Total  S 

4-State  S 

Ml  State  Govt.  S 


1,490 
2,051 
1,330 


1,490 


1,555 


1.04 


GRADE  10 


Accounting  Technician,  Level  2 
160004 


MT  Private  Sector  S  1,821 

Private  Sector  >  100  S  1,716 

Private  Sector  <  100  S  1,845 

Local  Government  S  1,706 

Other  S 

Total  $  1,783 

4-State  S 

W  State  Govt.  $  1,686 


0.95 


20                Secretary  &  Admin.  Asst,  Level  4  A/TPr/va/eSec/or  $  1,650 

2119010                                              Private  Sector  >  100  $  1,581 

Private  Sector  <  100  S  1,777 

Local  Government  S  2,292 

Other  S  1,584 

rora/  S  1,753 

4-State  S 

KfT  State  Govt.  S  1,731 


0.99 


22  Office  Supervisor,  Level  1 

249010 


MT  Private  Sector  S  2,042 

Private  Sector  >100  $  1,482 

Private  Sector  <  100  S  2,093 

Local  Government  S  1,500 

0//icr  $ 

Total  S  2,000 

4-S/fl/e  $ 

MT  State  Govt.  S  1,731 


0,87 


21 


26 


Computer  Operator,  Level  1 
213054 


62 


Maintenance  Worker,  Level  3 
899003 


Compa- 
Ratios 

Srr  Private  Sector  S  1.580 

Private  Sector  >  100  S  1,567 

Private  Sector  <  1 00  S  1,586 

Local  Government  S  1,286 

Other  S 

Total  S  1,462  1.16 

4-State  S 

KfT  State  Govt.  S  1,701 

KfT  Private  Sector  S  1,705 

Private  Sector  >  1 00  S  1,705 

Private  Sector  <  100  S 

Local  Government  S  2,041 

0//ier  S  1,747 

ro/fl/  S  1,934  0.90 

4-State  S 

KfT  State  Govt.  S  1,749 


GRADE  11 


21 


23 


27 


Secretary  &  Admin.  Asst,  Level  5  MT  Private  Sector 

S 

2,294 

249011 

Private  Sector  >100 

S 

2.120 

Private  Sector  <100 

s 

2,641 

Local  Government 

s 

1,931 

Other 

s 

- 

Total 

s 

2,067 

4-State 

s 

- 

MT  State  Govt. 

s 

1,872 

Office  Super>isor,  Level  2 

KfT  Private  Sector 

s 

1,971 

249011 

Private  Sector  >  100 

s 

2,167 

Private  Sector  <  100 

s 

1,951 

Local  Government 

s 

2,004 

Other 

s 

- 

Total 

s 

1,973 

4-State 

s 

- 

AfT  State  Govt. 

s 

1,872 

Computer  Operator,  Level  2 

\fr  Private  Sector 

s 

2,205 

213055 

Private  Sector  >100 

s 

- 

Private  Sector  <  1 00 

s 

2,205 

Local  Government 

s 

1,810 

Other 

s 

1,567 

Total 

s 

1,693 

4-State 

s 

1,638 

MT  State  Govt 

s 

1,961 

0,91 


0.95 


1.16 


22 


40  Field  Technician 

852011 


AfT  Private  Sector 
Private  Sector  >]00 
Private  Sector  <J00 
Local  Government 
Other 
Total 
4-State 
KfT  State  Govt. 


Compa- 
Ratios 
S      2,185 
S      2,182 

S      2,188 

S      1,782 

S 

S      2,163  0.88 

S 

$      1,906 


63  Maintenance  Worker,  Level  4 

899004 


hfr  Private  Sector  S  1,882 

Private  Sector  >  1 00  S  1,962 

Private  Sector  <  100  S  1,775 

Local  Government  S  2,233 

Other  S 

Total  S  2,183 

4-State  S 

KfT  State  Govt.  $  1,840 


0.84 


GRADE  12 


Prof.  Accountant,  Level  1 
160014 


KfT  Private  Sector  S  1,899 

Private  Sector  >  100  S  1,888 

Private  Sector  <  100  S  1,909 

Local  Government  S  2,333 

Other  S 

Total  S  1,926 

4-State  S 

KfT  State  Govt.  S  2,019 


1.05 


36 


Librarian 
100024 


MT  Private  Sector  $  2,028 

Private  Sector  >100  $  1 ,820 

Private  Sector  <  100  S  2,236 

Local  Government  S  2,243 

Other  S 

Total  $  2,224 

4-State  S  1,858 

AfT  State  Govt.  S  1,956 


0.88 


39 


Designer 
005024 


XfT  Private  Sector  $ 

Private  Sector  >  100  $ 

Private  Sector  <  100  $ 

Local  Government  S 

Other  S 

Total  S 

4-State  $ 

MT  State  Govt.  S 


2,605 
2,416 

2,771 


2,605  0.77 


1,999 


23 


41  Prof.  Engineer,  Level  1 

00S014 


64  Maintenance  Worker,  Level  5 

899005 


Compa- 
Ratios 


MT  Private  Sector  S  2,-165 

Private  Sector  >  1 00  S  2,442 

Private  Sector  <  1 00  S  2,494 

Local  Government  S 

Other  S 

Total  S  2,464 

4-State  S  2,658 

MT  State  Govt.  S  1,983 

MT  Private  Sector  S  2,391 

Private  Sector  >  100  S  2,248 

Private  Sector  <  1 00  S  2,677 

Local  Government  S  2,021 

Other  S 

Total  S  2,148 

4-5/are  S 

MT  State  Govt.  S  2,005 


0.80 


0.93 


GRADE  13 


Prof.  Accountant,  Level  2 

160015 


28 


Computer  Operator,  Level  3 

213057 


29 


Info.  Systems  Support  Specialist, 

Level  1 

020120 


MT  Private  Sector  S  2,146 

Private  Sectoral  00  S  2,269 

Private  Sector  <J00  $  1 ,94  2 

Local  Government  S  2,197 

Other  S 

Total  S  2,166 

4-State  $ 

MT  State  Govt.  S  2,207 


1.02 


MT  Private  Sector  $  2,608 

Private  Sector  >  J  00  S 

Private  Sector  <  100  S  2,608 

ioco/  Government  S  2,622 

Or/;er  S 

Toto/  $  2,612         0.88 

-/-Srore  S 

MT  State  Govt.  S  2,289 

MT  Private  Sector  S  1,893 

Private  Sector  >  100  S  2,021 

Private  Sector  <  100  S  1,702 

Local  Government  $  1,950 

Or/7er  $ 

To/a/  S  1,850  1.13 

4-State  $ 

MT  State  Govt.  S  2,095 


24 


42  Prof.  Engineer,  Level  2 

005015 


KfT  Private  Sector 
Private  Sector  >100 
Private  Sector  <J00 
Local  Government 
Other 
Total 
4-State 
hfT  State  Govt. 


Compa- 
Ratios 


S  2,697 

S  2,760 

S  2,659 

S  2.559 

S 

S  2,671 

S 

S  2,154 


0.81 


46  Environmental  Specialist, 

Level  1 
029313 


KfT  Private  Sector  S      2,742 

Private  Sector  >  100  S 

Private  Sector  <  100  S      2,742 

Local  Government  S      2,606 

Other  S 

Total  S      2,674 

4-State  S 

KfT  State  Govt.  S      2,091 


0.78 


GRADE  14 


Prof.  Accountant,  Level  3 
160016 


KfT  Private  Sector  S  2,472 

Private  Sector  >  100  S  3,120 

Private  Sector  <  100  S  2,319 

Local  Government  S  2,197 

Other  S  2,562 

Total  S  2,456 

4-State  S 

KfT  State  Govt.  S  2,412 


0.98 


32  Programmer/Analyst,  Level  1 

020111 


MT  Private  Sector  S 

Private  Sector  >  1 00  S 

Private  Sector  <  100  S 

Local  Government  S 

Other  S 

Total  S 

4-State  S 

4-State  S 

4-State  S 

KfT  State  Govt.  S 


2,294 

2,275 
2,500 


2,294 
2,659 
2,638 
2,050 

2,257 


0.98 


43  Prof.  Engineer,  Level  3 

005016 


KfT  Private  Sector  S  3,268 

Private  Sector  >  1 00  S  3,407 

Private  Sector  <■  100  S  3,192 

Local  Government  S  2,752 

Other  S 

Total  S  3,239 

4-State  S  3,089 

KfT  State  Govt  S  2,529 


0.78 


25 


47 


En>ironmcntal  Specialist, 

Level  2 

029314 


50 


Administrative  Officer 
169314 


Compa- 
Ratios 

MT  Private  Sector  S  2,959 

Private  Sector  >  100  S  3,234 

Private  Sector  <  100  S  2,615 

Local  Government  S  2,523 

Other  S 

Total  S  2,638  0.85 

4-State  S 

AfT State  Govt.  S  2,237 

XfT Private  Sector  S  3,085 

Private  Sector  >  100  S  3,114 

Private  Sector  <  100  $  3,057 

Local  Government  S  3,008 

Of/jcr  S 

Tora/  S  3,075  0.77 

4-State  S 

AfT  State  Govt.  S  2,381 


GRADE  15 

Prof.  Accountant,  Level  4 
160017 


30  Info.  Systems  Support  Specialist, 

Level  2 
020122 


MT  Private  Sector  S  2,692 

Private  Sector  >  100  S  3,248 

Private  Sector  <  100  S  2,520 

Loco/  Government  S  2,774 

OZ/jcr  S 

To/o/  S  2,710  0.97 

4-Slate  S 

MT  Stale  Govt.  S  2,626 

MT  Private  Sector  S  2,185 

Private  Sector  >  1 00  $  1,997 

Private  Sector  <  100  S  2,749 

Local  Government  S  2,281 

Or/;er  S 

To/a/  S  2,222  1.17 

MT  State  Govt.  S  2,597 


33  Programmer/Analyst,  Level  2 

020112 


MT  Private  Sector  S  2,765 

Private  Sector  >  100  S  2,799 

Private  Sector  <  100  S  2,602 

Locfl/  Government  S  2,746 

Or/icr  S  2,487 

roto/  S  2,711 

4-Slate  S  3,083 

MT  State  Govt.  S  2,607 


0.96 


26 


44  Prof.  Engineer,  Level  4 

005017 


KfT  Private  Sector  S 

Private  Sector  >  1 00  S 

Private  Sector  <  1 00  S 

Local  Government  S 

Other  S 

Total  S 

KfT  State  Govt.  S 


Compa- 
Ratios 


3,895 
4,142 
3,710 
3,264 

3,755 
3,020 
2,884 


0.77 


48  En\ironniental  Specialist, 

Level  3 
029415 


KfT  Private  Sector  S  3,066 

Private  Sector  >  100  S  4,018 

Private  Sector  <  100  S  2,795 

Local  Government  S  2,428 

Other  S 

Total  S  2,870 

4-State  S 

KfT  State  Govt.  S  2,519 


0.88 


GRADE  16 

Prof.  Accountant,  Level  5 
160018 


KiT  Private  Sector  S 

Private  Sector  >  100  S 

Private  Sector  <  100  S 

Local  Government  S 

Or/jer  S 

Fo/a/  S 

KfT  State  Govt.  S 


3,483 
3,346 
3,528 
3,388 

3,472  0.80 

2,773 


31  Info.  Systems  Support  Specialist, 

Level  3 
020123 


MT  Private  Sector  S  3,127 

Private  Sector  >  100  S  3,446 

Private  Sector  <  100  S  2,871 

Local  Government  S  2,972 

Other  S 

Total  S  3,098 

4-State  S  3,323 

m"  State  Govt.  S  2,902 


0.94 


34  Programmer/Analyst,  Level  3 

020113 


MT  Private  Sector  S  3,769 

Private  Sector  >  100  S  3,093 

Private  Sector  <  100  S  3,994 

Local  Government  S  3,296 

0//ier  S 

Tora/  S  3,566 

4-State  S 

MT  State  Govt.  S  3,040 


0.85 


27 


45  Pror.  Engineer,  Level  S 

005018 


hfT  Private  Sector  S 

Private  Sector  >  1 00  S 

Private  Sector  <  100  S 

Local  Government  S 

Other  S 

Total  S 

4-State  S 

j\/7  Store  Govt.  S 


Compa- 
Ratios 


4,695 
4,754 
4,693 
3,984 

4,573 

3,292 


0.72 


49  En\ironmental  Specialist, 

Level  4 
029116 


MT Private  Sector  S  4,533 

Private  Sector  >  100  S  4,761 

Private  Sector  <  100  S  4,476 

Local  Government  S  2,907 

Other  S 

Total  S  4,262 

4-State  S 

hfT  State  Govt.  S  3,187 


0.75 


51  Personnel  Officer 

166064 


MT  Private  Sector  S  3,072 

Pr/va/e  Sector  >100  S  3,584 

PWvo/e  Sector  <100  S  2,624 

Locfl/  Government  S  3,323 

0/;»er  S  3,307 

Total  $  3,223 

-/-Sto/e  S  3,146 

KfT  State  Govt.  S  2,803 


0.87 


GRADE  17 


10  Prof.  Accountant,  Level  6 

160108 


MT  Private  Sector  S  4,991 

Private  Sector  >  100  S  5,306 

Private  Sector  <  100  $  4,895 

Loca/  Government  S  3,938 

0//ier  $  4,146 

To/a/  S  4,551 

4-State  $  3,976 

MT  State  Govt.  S  3,273 


0.72 


GRADE  18 


52 


Attorney 
110033 


MT  Private  Sector  S  5,266 

Private  Sector  >  100  S  5,837 

Private  Sector  <  100  S  5,243 

Local  Government  S  3,323 

Oz/ier  S 

Tora/  S  4,578 

4-State  $ 

MT  State  Govt.  $  3,162 


0.69 


28 


Employee  Benefits 


EMPLOYEE  BENEFITS 


Average  Insurance  Costs 


Average  Monthly 
Employer  Premium  Costs 


Average  Deductible 


Average  Co-Insurance 

Average  Maximum  Liability 

Individual 
Family 

Average  Miscellaneous 
Employer  Insurance  Costs 

Dental 

Vision 

Disability 

Term  Life 

AD&D 

Other 

Average  Employer  Cost  for 
Retiree  Health  Ins.  Coverage 


Pri>  ate   Private  State  of 

Local    Private       >  100      <  100    4-State  Montana 


Individual 

2-Party 

Family 

$196 

$222 
$262 

$137 
$192 
$235 

$136 
$196 
$249 

$138 
$191 
$231 

$169 
$221 

$190 
$204 

Average  Monthly 
Employee  Premium  Costs 

Individual 

2-Party 

Family 

$75 
$151 
$224 

$45 
$129 
$216 

$40 

$137 
$172 

$47 
$125 
$231 

$2 
$98 

$0 

$75 

Individual 

$355 

$505 

$441 

$520 

$287 

$200 

Family 

$747 

$1,073 

$953 

$1,103 

$800 

$600 

79/21 


75/25        78/22       75/25       79/21 


$22.25 

$23.04 

$14.10 

$25.39 

$11.05 

$6.08 

$6.26 

$6.00 

$4.11 

$18.34 

$13.54 

$19.07 

$3.67 

$9.21 

$7.18 

$9.78 

$1.21 

$7.29 

$2.47 

$8.77 

$26.00 

$2.05 

$2.04 

$2.05 

75/25 


$1,459      $1,419      $1,264     $1,460     $1,725  $950 

$2,458      $2,865      $2,322     $3,001     $3,150        $2,100 


$1.85        $1360 

$2.50 
$6.53 


$190         $110         $107        $113  $30 

Note:  In  each  categor>',  data  represents  the  average  for  those  employers  reporting  that  they  provide  the  benefit. 


29 


EMPLOYEE  BENEFITS 

Average  Paid  Leave  Benefits 

Private   Private  State  of 

Local     Private        >100       <  100    4-State   Montana 


Average  Annual  Leave  (Days  Per  Year) 


1-Year  Employee 
5-Year  Employee 
10-Year  Employee 


14.1 

9 

8.7 

9.1 

12.75 

15 

14.7 

12.7 

12.6 

12.8 

15 

15 

17.2 

15.9 

16.9 

15.5 

17.25 

18 

Average  Sick  Leave  Benefit  (Days  Per  Year) 


1-Year  Employee 
5-Year  Employee 
10-Year  Employee 


11.9 

8.2 

8.8 

8 

12.5 

12 

11.9 

9.2 

9.2 

9.1 

12.5 

12 

11.9 

9.4 

9.6 

9.4 

12.5 

12 

Average  Holiday  Bencflt 


9.1 


7.8 


8.7 


7.6 


9.9 


10.5 


EMPLOYEE  BENEFITS 


Average  Monthly  Employer  Retirement  Plan  Contributions 


Private  Private  State  of 

Local    Private       >  100      <  100    4-State  Montana 


Average  Employer 
Retirement  Plan 
Contribution 


$173         $231         $111        $251        $177 


$135 


Note:  In  each  category,  data  represents  the  average  for  those  employers  reporting  that  they  provide  the  benefit. 
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Average  Salary  Comparison  Graphs 
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REPORT  2 


1996  State  of  Montana  Salary  Survey 


■\St  COMPANY 

POWER  BLOCK  BUILDING  •  2ND  FLOOR 
bTH  i  LAST  CHASCE  r,L.lC"H 
P.O    BO\   1  147  •  HELENA    MONTANA  5')hJ4 
40b«442»l()40      FAX  40(>«44J»<i-4tl 


June  1,  1996 
Dear  Employer: 

On  December  5,  1995,  the  State  of  Montana,  in  a  letter  from  Governor  Marc  Racicot, 
invited  1,528  Montana  employers  to  participate  in  the  State  of  Montana's  1996  Salary  and 
Benefits  Survey    These  employers  were  selected  in  a  stratified  random  sample  by  the 
Montana  Department  of  Labor  and  Industry.  Approximately  426  employers  responded  by 
returning  a  postcard  indicating  that  they  were  willing  to  participate. 

AZ  &  Company  mailed  survey  packets  to  all  of  the  employers  who  agreed  to  participate. 
In  addition,  we  mailed  surveys  to  several  large  local  government  organizations  that  were 
not  included  in  the  random  sample.  These  packets  included:  Survey  job  descriptions  for 
65  survey  jobs;  Job  matching  forms;  and  Benefits  survey  forms. 

We  asked  employers  to  carefully  review  the  survey  job  descriptions  and  to  provide  salary 
and  other  cash  compensation  information  for  all  jobs  in  their  organizations  that  were  good 
matches  for  the  State  of  Montana  survey  jobs.  In  addition,  we  asked  employers  to  provide 
benefits  information  even  if  they  did  not  have  jobs  that  matched  the  survey  jobs 

We  received  189  responses  to  the  salary  survey  portion    185  of  the  responding  employers 
also  provided  benefits  data.  Employers  who  responded  are  broken  down  into  the 
following  size  and  occupational  categories: 

Size  Categories 

10-19  Employees  41 

20-49  Employees  47 

50-99  Employees  31 

100-249  Employees  29 

250-499  Employees  9 

500-999  Employees  1 

1000  +  Employees  1 

Not  Identified  30 

Occupational  Categories 


• 


Manufacturing/Printing/Construction  7 

•  Transportation  3 

•  Utilities/Communications  5 

•  Wholesale  10 


ANDERSON  ZURMUEHLEN  &  CO..  PC.  •  CERTIFIED  PUBLIC  \(  CODNT.XNTS  i,  BUSINESS  CONSL:"A'.r 

V1EMBCR    Amoncjn  Imiiiulc  oi  Comiicd  Pulilic  Accounijnu 
OFFICES     :5illinqs   Bii/cm.in   Birlti'   Mi-ltfij.  Sookjnp 


ANDERSON  ZURMUEHLEN  &  CO.,  P.C. 

CERTIFIED  PUBLIC  ACCOUNTANTS  S>  BUSINESS  CONSULTANTS 

Occupational  Categories 
(Continued) 

Retail  9 

Hotel/Motel/Restaurant/Laundry                                           .  ig 

Banking/Insurance/Finance/Legal  15 

Schools  31 

Cities/Counties/Tribal  Government  39 

Medical  12 

Mining/Engineering/Environmental/ Architectural  17 

Social  Services/Membership  Organizations  8 

In  addition,  we  used  market  data  contained  in  a  1996  survey  of  Montana  health  care 
organizations.  This  data  is  included  in  overall  market  and  individual  salary  averages. 

The  following  report  summarizes  the  survey  results.  All  salary  averages  listed  in  the 
reported  are  weighted  to  better  reflect  supply  and  demand  in  the  overall  labor  market. 

Information  is  presented  in  the  following  categories: 

•  Overall  Montana  Private  Sector  (excluding  health  care  organization  survey  results); 

•  Montana  Private  Sector  Employers  of  more  than  100  employees; 

•  Montana  Private  Sector  Employers  of  fewer  than  100  employees; 

•  Montana  Local  Government  Employers  (school  districts,  counties  and  cities); 

•  Other—which  represents  Montana  health  care  organizations;  and 

•  Total—which  provides  a  weighted  average  of  all  salaries  for  the  specific  job. 

To  evaluate  the  competitiveness  of  pay  in  your  organization,  you  may  wish  to  compare  the 
salary  your  organization  pays  to  the  total  for  each  applicable  job  and/or  to  the  employer 
category  which  applies  to  your  organization. 

We  have  included  the  job  descriptions  used  for  each  job  to  assist  you  in  making 
appropriate  matches  in  your  organization. 

We  hope  you  will  find  this  information  useful  and  informative. 

Sincerely, 

ANDERSON  ZURMUEHLEN  «&  CO  ,  P.C. 

Ellen  Feaver,  CPA 
Shareholder 
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STATE  OF  MONTANA  -  1996  SALARY  SURVEY 
WEIGHTED  AVERAGE  SALARY  BY  EMPLOYER  CATEGORY 


State  of 

No.  of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job  H        Emolover  Cateeorv 

Averace 

Matched 

Salar>' 

Survcv  Job 

1.  Accounting  CUrk,  Level  1 

MT  Private  Sector 

18 

SI. 246 

Pnvate  Sector  >  100 

3 

SI, 117 

Pnvate  Sector  <  100 

15 

Sl,271 

Lx)cal  Government 

8 

Sl,310 

Other 

0 

SO 

1  TOTAL 

26 

Sl,265 

2.   Accounting  CUrk,  Level  2 

MT  Private  Sector 

33 

S1423 

Pnvate  Sector  >  100 

16 

$1,514 

Private  Sector  <  100 

17 

$1,531 

Local  Government 

18 

$1,739 

Other 

0 

SO 

TOTAL 


Accounting  Technician,  Level  1 

MT  Private  Sector 
Pnvate  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


$1.489 


51 


30 

$1,599 

5 

$1,412 

25 

$1,636 

11 

$1,788 

0 

$0 

$1,599 


TOTAL 


$1,601 


41 


$1.649 


Accounting  Technician,  Level  2 

MT  Pnvate  Sector 
Pnvate  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


Professional  A  ccountant,  L  evel  1 

MT  Pnvate  Sector 
Pnvate  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 

Other 

TOTAL 


$1,686 


$2,019 


32 

Sl,821 

6 

$1,716 

26 

$1,845 

16 

$1,706 

0 

$0 

48 


5 

$1,899 

7 

$1,888 

8 

$1,909 

1 

$2333 

0 

$0 

16 


$1,783 


$1,926 


Survey 
Job# 


Emnlover  Category 


Professional  Accountant,  Level! 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


7.  Professional  Accountant,  Level  3 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


S.  Professional  Accountant,  Level  4 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


State  of 
Montana 
Average 


No.  of 

Employees 

Matched 


$2,207 


$2.412 


$2,626 


13 


35 


22 


Average 
Salar>' 


$2,146 
S2,269 
$1,942 
$2,197 
$0 


Weighted 

Avg.  by 

Survey  Job 


21 

$2,472 

4 

$3,120 

17 

$2,319 

5 

$2,197 

9 

$2,562 

17 

$2,692 

4 

$3,248 

13 

$2,520 

5 

$2,774 

0 

$0 

$2,166 


$2,456 


$2,710 


9.  Professional AccourUant,  Level  S 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


[TOTAL 


10.  Professional  Accountant,  Level  6 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


[TOTAL 


11.  Payroll  &  Benefits  Technician 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 

Other 

[TOTAL 


%l,lll 


$3,273 


$1,560 


24 

$3,483 

6 

$3,346 

18 

$3,528 

3 

$3,388 

0 

$0 

27 


30 

$4,991 

7 

$5,306 

23 

$4,895 

5 

$3,938 

25 

$4,146 

60 


24 

$1,721 

11 

$1,825 

13 

$1,633 

15 

$1,729 

0 

$0 

39 


$3,472 


$4,551  I 


$1,724 


Survey 

Job  #         Emplover  Catecorv 

State  of 
Montana 
Average 

No.  of 

Employees 

Matched 

Average 

Salao' 

Weighted 

Avg.  by 

Sur>  cv  Job 

12.   Word  Processing  Operator 

MT  Private  Sector 

7 

$1,497 

Private  Sector  >  100 

5 

$1,641 

Private  Sector  <  100 

2 

$1,439 

Local  Govemment 

2 

$1,327 

Other 

0 

$0 

TOTAL 

$1,411 

9 

$1,526 

13.  Office  CUrk 

MT  Private  Sector 

28 

$1,265 

Private  Sector  >  100 

16 

$1,341 

Private  Sector  <  100 

12 

$1,164 

Local  Govemment 

24 

$1,088 

Other 

8 

$1,288 

TOTAL 


$1,059 


60 


$1,197 


14.  Administrative  CUrk,  Level  1 

MT  Private  Sector 
Pnvate  Sector  >  100 
Private  Sector  <  100 
Local  Govemment 
Other 


TOTAL 


IS.  Administrative  CUrk,  Level  2 

MT  Private  Sector 
Private  Sector  >  100 
F>rivate  Sector  <  100 
Local  Government 
Other 


TOTAL 


16.  Administrative  CUrk,  Level  3 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Govemment 
Other 


TOTAL 


17.  Secretary  &  Admin.  AssL,  Level  1 

MT  Pnvate  Sector 
Pnvate  Sector  >  100 
Pnvate  Sector  <  100 
Local  Govemment 

Other 

TOTAL 


$1,158 


$1,312 


$1,411 


$1,312 


24 

$1,249 

4 

$1,109 

20 

$1,277 

4 

$1,261 

0 

$0 

28 


13 

$1,452 

5 

$1,640 

8 

$1,335 

17 

$1,516 

0 

$0 

30 


9 

$1481 

0 

$0 

9 

$1,581 

19 

$1,594 

37 

$1,215 

65 


56 

$1,283 

20 

$1,311 

36 

Sl,267 

47 

$U40 

0 

$0 

$1,251 


$1,488 


$U76 


$1,309 


Stote  of 

No.  of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job  #         Emnlover  Catecorv 

Averaee 

Matched 

Salary' 

Sur\ev  Job 

18. 

Secretary  &  Admiru  AssL,  Level  2 

' 

MT  Private  Sector 

91 

$1,503 

Private  Sector  >  100 

33 

SI, 357 

Private  Sector  <  100 

58 

$1,585 

Local  Government 

47 

Sl,434 

Other 

17 

$1,501 

Other 

8 

$1,354 

\TOTAL 

$1,411 

163 

$1,475 

19. 

Secretary  &  Admin.  AssL,  Level  3 

MT  Pnvate  Sector 

44 

Sl,585 

Private  Sector  >  100 

16 

$1,465 

Private  Sector  <  100 

28 

$1,654 

Local  Government 

38 

$1,786 

Other 

18 

$2,047 

ITOTAL 

$1,550 

100 

$1,745 

20. 

Secretary  &  Admiru  AssL,  Level  4 

MT  Pnvate  Sector 

20 

$1,650 

Private  Sector  >  100 

13 

$1481 

Pnvate  Sector  <  100 

7 

$1,777 

Local  Government 

11 

$2,292 

Other 

23 

$1,584 

\TOTAL 

$1,731 

54 

$1,753 

21. 

Secretary  &  Admin.  AssL,  Level  S 

MT  Private  Sector 

3 

$2,294 

Private  Sector  >  100 

2 

$2,120 

Private  Sector  <  100 

1 

$2,641 

Local  Government 

5 

$1,931 

Other 

0 

$0 

ITOTAL 

$1,872 

8 

$2,067 

22. 

Office  Supervisor,  Level  1 

MT  Pvivate  Sector 

12 

$2,042 

Private  Sector  >  100 

1 

$1,482 

Private  Sector  <  100 

11 

$2,093 

Local  Government 

1 

$1400 

Other 

0 

$0 

ITOTAL 

$1,731 

13 

$2,000  1 

State  of 

No 

.of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job  #         Employer  Catecorv 

Ave  race 

Matched 

Salan' 

Survcv  Job 

23.  Office  Supervisor,  Level  2 

MT  Private  Sector 

11 

$1,971 

Private  Sector  >  100 

1 

$2,167 

Private  Sector  <  100 

10 

$1,951 

Local  Government 

1 

$2,004 

Other 

0 

$0 

ITOTAL 

$1,872 

12 

$1,973 

24.  Data  Entry  Operator,  Level  1 

MT  Private  Sector 

14 

$1,355 

Pnvate  Sector  >  100 

6 

$1,465 

Private  Sector  <  100 

8 

$1,272 

• 

Local  Government 

2 

$1,191 

Other 

0 

$0 

ITOTAL 

$1,158 

16 

$1,334 

25.  Data  Entry  Operator,  Level  2 

MT  Private  Sector 
Pnvate  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


$1,312 


20 

$1,391 

5 

$1,422 

20 

$1,384 

0 

$0 

17 

$1,349 

42 


$1,374 


26.  Computer  Operator,  Level  1 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


$1,701 


3 

$1,580 

1 

$14567 

2 

$1,586 

2 

$1,286 

0 

$0 

$1,462 


27.  Computer  Operator,  Level  2 
MT  Private  Sector 
Private  Sector  >  100 
Pnvate  Sector  <  100 
Local  Govenunent 

Other 

TOTAL 


$1,961 


1 

$2,205 

0 

$0 

1 

$2,205 

1 

$1,810 

5 

$1,567 

$1,693 


Survey 

Job# 


Employer  Category 


28.  Computer  Operator,  Level  3 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


State  of 
Montana 
Average 

No.  of 

Employees 

Matched 

Average 
Salar>' 

Weighted 

Avg.  by 

Survey  Job 

3 
0 

S2,608 
SO 

3 

1 
0 

S2,608 

$2,622 

SO 

TOTAL 


$2,289 


29.  Info.  Systems  Support  Specialist,  Level  1 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


$2,095 


30.  Info.  Systems  Support  Specialist,  Level  2 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


$2,597 


31.  Info.  Systems  Support  Specialist,  Level  3 

MT  lYivate  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


$2,902 


32.  Programmer/Analyst,  Level  1 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 

Other 

TOTAL 


$2,257 


5 

Sl,893 

2 

S2,021 

3 

SI, 702 

1 

SI, 950 

0 

SO 

6 

S2,185 

2 

SI, 997 

4 

S2,749 

0 

S2,281 

0 

SO 

26 


9 

S3,127 

4 

S3,446 

5 

S2,871 

2 

S2,972 

0 

$0 

24 

S2,294 

22 

S2,275 

2 

$2,500 

0 

SO 

0 

SO 

24 


S2,612 


SI, 850 


$2,222 


S3,098 


$2,294 


Survey 
Job# 


Employer  Category 


33.  Programmer/Analyst,  Level 2 

MT  FVivate  Sector 
Pnvate  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 
Other 


TOTAL 


34.  Programmer/Analyst,  Level 3 

MT  Pnvate  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


35. 


Teacher  Aide 

MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


36.  Librarian 


MT  Private  Sector 
Private  Sector  >  100 
Private  Sector  <  100 
Local  Government 
Other 


TOTAL 


37.  Drafter 


MT  Private  Sector 
Pnvate  Sector  >  100 
Private  Sector  <  100 
Local  Govenunent 

Other 

[TOTAL 


State  of 

No.  of 

Weighted 

Montana 

Employees 

Average 

Avg.  by 

Averaee 

Matched 

Salar>' 

Sur\ev  Job 

23 

S2,765 

19 

S2,799 

4 

S2,602 

10 

S2,746 

7 

$2,487 

$2.607 


$3,040 


$1,236 


$1,956 


$1,339 


40 


4 

$3,769 

1 

$3,093 

3 

$3,994 

3 

$3,296 

0 

$0 

0 

SO 

0 

so 

0 

so 

123 

$1,078 

0 

$0 

123 


4 

2 

2 

42 

0 

46 


19 
1 

18 
1 

0 


20 


$2,028 
$1,820 
$2,236 

$2,243 
$0 


$2,073 
$2,880 
$2,028 
$2,064 
$0 


$2,711  I 


$3,566 


$1,078 


$2,224 


$2.072 


State  of 

No.  of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job  #        Emnlover  Cateeorv 

Averaee 

Matched 

Salarv 

Survey  Job 

38. 

(Deleted) 

■■ 

39. 

Designer 

MT  Private  Sector 

15 

S2,605 

Private  Sector  >  100 

7 

$2,416 

Private  Sector  <  100 

8 

$2,771 

Local  Government 

0 

$0 

Other 

0 

$0 

TOTAL 

$1,999 

15 

$2,605 

40. 

Field  Technician 

MT  Private  Sector 

17 

$2,185 

Private  Sector  >  100 

8 

$2,182 

Private  Sector  <  100 

9 

$2,188 

Local  Government 

1 

$1,782 

Other 

0 

$0 

ITOTAL 

$1,906 

18 

$2,163 

41. 

Professional  Engineer,  Level  1 

MT  Private  Sector 

14 

$2,465 

Private  Sector  >  100 

8 

$2,442 

Private  Sector  <100 

6 

$2,494 

Local  Government 

0 

$0 

Other 

0 

$0 

ITOTAL 

$1,983 

14 

$2,464 

42. 

Professional  Engineer,  Level  2 

MT  Private  Sector 

21 

$2,697 

Private  Sector  >  100 

8 

$2,760 

Private  Sector  <  100 

13 

$2,659 

Local  Government 

5 

$2,559 

Other 

0 

$0 

ITOTAL 

$2,154 

26 

$2,671  1 

43. 

Professional  Engineer,  Level  3 

MT  Private  Sector 

17 

$3,268 

Private  Sector  >  100 

6 

$3,407 

Private  Sector  <  100 

11 

$3,192 

Local  Government 

1 

$2,752 

Other 

0 

$0 

ITOTAL 

$2,529 

18 

$3,239 

Survey 

Job# 


Employer  Category 


44.  Professional  Engineer,  Level  4 

MT  Pnvate  Sector 
Pnvate  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 
Other 


TOTAL 


45.  Professional  Engineer,  Level  S 

MT  Pnvate  Sector 
Private  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 
Other 


TOTAL 


46.  Environmental  Specialist,  Level  1 

MT  Private  Sector 
Pnvate  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 
Other 


TOTAL 


47.  Environmental  Specialist,  Level  2 

MT  Pnvate  Sector 
Private  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 
Other 


TOTAL 


48,  Environmental  Specialist,  Level  3 

MT  Private  Sector 
Pnvate  Sector  >  100 
Pnvate  Sector  <  100 
Local  Government 

Other 

ITOTAL 


Slate  of 

No.  of 

Weighted 

Montana 

Employees 

Average 

Avg.  by 

Averace 

Matched 

Salarv 

Survey  Job 

28 

S3,895 

12 

S4,142 

16 

$3,710 

8 

S3,264 

0 

$0 

$2,884 


$3,292 


$2,091 


$2,237 


$2,519 


36 


26 

$4,695 

7 

$4,754 

19 

$4,693 

6 

$3,984 

0 

$0 

32 


3 

$2,742 

0 

$0 

3 

$2,742 

3 

$2,606 

0 

$0 

9 

$2,959 

5 

$3,234 

4 

$2,615 

25 

$2323 

0 

$0 

34 


9 

$3,066 

2 

$4,018 

7 

$2,795 

4 

$2,428 

0 

$0 

13 


$3,755 


S4.S73  I 


$2,674 


$2,638 


$2,870 


State  of 

No.  of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job  #        Employer  Cateeorv 

Averace 

Matched 

Salary 

Sur\'ev  Job 

49. 

Environmental  Specialist,  Level  4 

MT  Private  Sector 

10 

$4,533 

Pnvate  Sector  >  100 

2 

$4,761 

Private  Sector  <  100 

8 

S4,476 

Local  Government 

2 

$2,907 

Other 

0 

SO 

ITOTAL 

$3,187 

12 

S4,262 

50. 

Administrative  Officer 

MT  Private  Sector 

55 

$3,085 

Private  Sector  >  100 

27 

$3,114 

Private  Sector  <  100 

28 

$3,057 

Local  Government 

8 

$3,008 

Other 

0 

SO 

ITOTAL 

$2,381 

63 

$3,075 

51. 

Personnel  Officer 

MT  Private  Sector 

15 

$3,072 

Private  Sector  >  100 

7 

S3,584 

Private  Sector  <  100 

8 

$2,624 

Local  Government 

5 

$3,323 

Other 

21 

S3,307 

ITOTAL 

$2,803 

41 

$3,223 

52. 

Attorney 

MT  Private  Sector 

53 

$5,266 

Private  Sector  >  100 

2 

$5,837 

Private  Sector  <  100 

51 

$5,243 

Local  Government 

29 

$3,323 

Other 

0 

$0 

TOTAL 

$3,162 

82 

$4,578 

53. 

Food  Service  Worker 

MT  Private  Sector 

154 

$912 

Pnvate  Sector  >  100 

119 

$892 

Private  Sector  <  100 

35 

$981 

Local  Government 

50.5 

$1,023 

Other 

36 

$1,042 

ITOTAL 

$1,015 

240.5 

$955 
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SUte  of 

No.  of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job#         Emnlover  Catecorv 

Averace 

Matched 

Salar>' 

Sur\ev  Job 

54.  Cook 

MT  Private  Sector 

lOS 

Sl,018 

Private  Sector  >  100 

70 

$955 

Private  Sector  <  100 

35 

$1,145 

Local  Government 

62.5 

$1,261 

Other 

40 

$1,267 

ITOTAL 

$1,358 

207.5 

SI. 139 

SS.  MailCUrk 

NfT  Private  Sector 

7 

$1,140 

Private  Sector  >  100 

2 

$1,343 

Private  Sector  <  100 

5 

$1,058 

Local  Government 

2.25 

$1,251 

Other 

0 

$0 

ITOTAL 

$1,186 

9.25 

$1,167 

56.  Printing  Press  Operator 

MT  Private  Sector 

0 

SO 

Pnvate  Sector  >  100 

0 

SO 

Pnvate  Sector  <  100 

0 

$0 

Local  Government 

3 

$1,500 

Other 

2 

$1,485 

TOTAL 

$1,328 

5 

$1,494 

57.  Laundry  Worker 

MT  Private  Sector 

25 

$900 

Private  Sector  >  100 

11 

$917 

Pnvate  Sector  <  100 

14 

$887 

Local  Government 

10.5 

$1,097 

Other 

30 

$1,092 

ITOTAL 

$1,442 

65.5 

$1,020 

58.  Custodian 

MT  Private  Sector 

64 

$1,126 

Private  Sector  >  100 

54 

$1,145 

Private  Sector  <  100 

10 

$1,027 

Local  Government 

137 

$1,222 

Other 

42 

$1,073 

TOTAL 

$1,523 

243 

$1,171 
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State  of 

No.  of 

Weighted 

Survey 

Montana 

Employees 

Average 

Avg.  by 

Job  #        Emnlover  Cateeorv 

Averaee 

Matched 

Salarv 

Survev  Job 

59. 

Custodial  Supervisor 

MT  Pnvate  Sector 

5 

$1,539 

Private  Sector  >  100 

4 

$1,611 

Private  Sector  <  100 

1 

$1,250 

Local  Government 

23 

Sl,837 

Other 

0 

$0 

[TOTAL 

$1,745 

28 

$1,784 

60. 

Maintenance  Worker,  Level  1 

MT  Private  Sector 

11 

$1,276 

Private  Sector  >  100 

7 

$1,144 

Private  Sector  <  100 

4 

$1,507 

Local  Government 

21 

$1,284 

Other 

8 

$1,267 

TOTAL 

$1,415 

40 

$1,278 

61. 

Maintenance  Worker,  Level  2 

MT  Pnvate  Sector 

17 

$1,988 

Private  Sector  >  100 

8 

$1,563 

Pnvate  Sector  <100 

9 

$2,366 

Local  Government 

18 

$1,680 

Other 

0 

$0 

TOTAL 

$1,596 

35 

$1,830 

62. 

Maintenance  Worker,  Level  3 

MT  Private  Sector 

12 

$1,705 

Private  Sector  >  100 

12 

$1,705 

Private  Sector  <  100 

0 

$0 

Local  Government 

82 

$2,041 

Other 

32 

$1,747 

ITOTAL 

$1,749 

126 

$1,934 

63. 

Maintenance  Worker,  Level  4 

MT  Private  Sector 

7 

$1,882 

Private  Sector  >  100 

4 

$1,962 

Private  Sector  <  100 

3 

$1,775 

Local  Government 

42 

$2,233 

Other 

0 

$0 

ITOTAL 

$1,840 

49 

$2,183 

12 


Survey 
Job  #         Emnlover  Cateeorv 

State  of 
Montana 
Average 

No.  of 

Employees 

Matched 

Average 
Salarv 

Weighted 

Avg.  by 

Survey  Job 

64.  Maintenance  Worker,  Level  S 

MT  Private  Sector 

12 

$2,391 

Pnvate  Sector  >  100 

8 

S2,248 

Pnvate  Sector  <  100 

4 

$2,677 

Lx)cal  Government 

23 

$2,021 

Other 

0 

$0 

TOTAL 

$2,005 

35 

$2,148 

65.   Warehouse  Worker 

MT  Private  Sector 

54 

$1,490 

Pnvate  Sector  >  100 

12 

$2,051 

Pnvate  Sector  <  100 

42 

$1,330 

Local  Government 

0 

SO 

Other 

0 

SO 

ITOTAL 

$1,555 

54 

$1,490 
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1996  Montana  State  Salary  Survey 
Job  Descriptions  &  Job  Matching 
Instructions 


• 


STATE  OF  MONTANA 

1996  MONTANA  STATE  SALARY  SUR\TY 

JOB  DESCRIPTIONS  &  JOB  MATCHING  INSTRUCTIONS 

These  suney  descriptions  are  to  be  used  in  collecting  salan  information  for  the  1996  Montana  State  Salar>'  Sur\ey 
When  completed,  employers  will  be  able  to  use  the  1996  salar.  survey  report  as  a  compensation  tool  by    (1)  comparing 
jobs  in  their  organization  to  these  job  descnplions,  and  (2)  comparing  salaries  for  any  similar  jobs  in  their 
orgaruzations  to  the  salar)  survey  results  for  the  jobs  matched    Each  survey  job  has  a  number  w hich  can  be  used  for 
salary  ii\formation  for  each  survey  job  in  the  survey  report    Respondents  should  keep  a  copy  of  their  response  forms  so 
that  they  will  be  able  to  compare  their  job  matches  to  the  salary  survey  results  in  the  final  report. 

SURVEY  JOB  DESCRIPTIONS 

The  stirvey  job  descriptions  are  arranged  alphabetically  in  the  following  general  occupational  groupings: 

•  Accounting  (clerical,  technical,  professional) 

•  Administrative  Support  (clerical,  technical) 

•  Data  Processing  (clerical,  technical,  professional) 

•  Education 

•  Engineering  (technical,  professional) 
Environmental  (professional) 
Professional/Miscellaneous 
Service/Maintenance 


JOB  MATCHING  INSTRUCTIONS 

Many  of  the  descriptions  provided  are  of  levels  in  a  series  such  as  Accounting.  It  may  be  difficult  to  choose 
between  levels.  Choose  the  level  which  provides  the  best  overall  description  of  the  position  in  your  organization. 

Survey  respondents  may  have  jobs  which  are  similar  to  a  survey  job  description  but  differ  in  some  of  the  duties 
assigned    If  most  of  the  work  of  a  job  in  your  organization  is  comparable  to  the  work  described  by  a  survey  job 
description,  it  should  be  considered  a  match.  If  a  job  in  your  organization  is  descnbed  by  two  of  the  survey  job 
descriptions,  choose  the  survey  job  match  that  describes  most  of  the  work  performed  by  your  job.  Please  read  and 
consider  all  levels  of  jobs  in  a  series  such  as  Accounting  before  committing  to  a  particular  level  as  a  match. 

The  response  form  includes  an  section  which  allows  you  to  rank  your  job  on  responsibility  and  difficulty  in  relation 
to  the  survey  description.  Please  rank  your  job  by  indicating  whether  you  believe  your  job  is  a  lower  level  (-), 
essentially  the  same  (0)  or  higher  level  (+)  than  the  survey  description  in  terms  of  the  level  of  difficulty  and/or 
responsibility.  If  your  job  includes  duties  not  included  in  the  survey  job  description,  these  additional  duties  may  be 
considered  in  ranking  your  job  match  on  difficulty  and  responsibility. 

If  you  give  a  (+)  or  (-)  rating  to  any  of  your  job  matches,  please  briefly  explain  why  on  the  back  of  the  response 
form. 

An  e.xample  of  a  completed  job  match  response  is  included. 

THANK  YOU  FOR  PARTICIPATING! 
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ACCOUNTING 

Includes  clerical,  technica]  and  professional  positions  involved  in  a  range  of  financial  activities  from  daily 
maintenance  of  accounting  records  to  development  of  accounting  sjslems. 


1-2  ACCOUNTING  CLERK 

1  Level  1 

•  Entry  level  clerical  accounting. 

•  Checks  accounting-related  documents  (journal  vouchers,  purchase  orders,  checks,  invoices)  for 
accuracy  and  completeness. 

•  Codes  transactions  and  enters  information  on  established  computerized  accounting  sjstems. 

•  Procedures  for  coding  and  entiy  are  usually  explicit  and  fairly  extensive.  Minimal  judgment  is 
needed  to  select  appropriate  guidelines  for  transactions. 

•  Requires  knowledge  of  the  general  purposes  of  accounting  forms,  reports,  transactions  or   documents 
used  by  the  employer  to  verify,  produce  and  process  transactions. 

•  High  school  education  including  course  work  in  accounting  bookkeeping  and  six  months  of  clerical 
accounting  e\-perience. 

2  Level  2 

•  In  addition  to  duties  described  at  level  one: 

•  Reconciles  accounts  by  comparing  source  documents  where  information  is  easily  discernible, 

•  Prepares  simple  reports  such  as  monthly  ex-penditure  reports. 

•  Reconciliation  and  reporting  are  generally  limited  to  one  or  two  types  of  accounting  (e.g.,  (accounts 
payable,  accounts  receivable) 

•  Some  knowledge  of  rules  and  regulations  and  laws  of  accounting  functions  may  be  needed. 

•  High  school  education  including  course  work  in  bookkeeping  and  office  practices  and  procedures,  and 
two  years  clerical  accounting  experience. 


3-4         ACCOUNTING  TECHNICIAN 

3  Level  J 

May  perform  some  Accounting  Clerk  duties. 

Reconciles  accounts  involving  diverse  sources  documents 

Identifies  and  corrects  errors  such  as  improper  account  charges. 

Compiles  account  information  for  budget  and/or  report  preparation. 

Prepares  accounting  reports  following  straightforward  guidelines. 

Reconciles  reports  to  include  locating  and  correcting  routine  problems. 

Monitors  fiind  levels  and  makes  necessary  adjustments  to  cover  anticipated  shortfalls. 

May  serve  as  leadworker  over  accounting  clerks  or  check  their  work. 

High  school  education  including  coursework  in  accounting  and  three  years  of  clerical  accounting 

experience. 
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4  Level  2 

•  Similar  duties  as  Level  1  but  incumbents  are  required  to  soI\e  most  non-routine  problems. 

•  Ensures  contract  stipulations  or  other  requirements  such  as  allowable  charges  or  method  of  reporting 
are  appropriately  applied. 

•  Requires  knowledge  of  the  regulations,  laws,  rules  governing  the  area  of  accounting  applied  and  of 
technical  bookkeeping  and  accounting  practices. 

•  High  school  education,  two  years  of  post  secondar>  accounting  coursework  and  one  year  technical 
accounting  experience. 

5-10        PROFESSIONAL  ACCOUNTANT 

Performs  professional  operating  and  cost  accounting  work  requiring  knowledge  of  the  theor>'  and  practice 
of  recording,  classifying,  examining,  and  analyzing  the  data  and  records  of  financial  transactions. 
Bachelor's  degree  or  equivalent  required  for  entry  into  field. 

5  Level  1 

•  Entr>'  level  professional  accountant. 

•  Examines  financial  statements  and  other  documents  for  conformance  with  uniform  classifications  and 
or  specific  accounting  requirements. 

•  Prepares  financial  statements  or  reports  for  accounts  in\ohing  a  \ariety  of  funds  and  controls. 

•  Reconciles  accounts,  reports  and  statements  where  the  ii\formation  is  extensive  and  diverse. 

•  May  modify-  accounting  procedures  or  basic  systems. 

•  Works  under  the  supervision  of  a  higher  level  accountant  or  has  other  technical  assistance  available. 

•  Zero  to  one  year  of  professional  accounting  experience. 

6  Level  2 

•  Entry  to  Journey  level  professional  accountant. 

•  Similar  duties  as  Level  1  but  accounts  involve  a  large  variety  of  funds  and  controls; 

•  Is  ex-pected  to  be  perform  most  work  without  technical  assistance  but  seeks  technical  assistance  for 
unusual  problems  such  as  those  requiring  major  system  modification  or  development. 

•  May  supervise  accounting  clerks  and  technicians. 

•  Two  years  professional  accounting  experience. 

7  Levels 

•  Journey  to  Advanced  or  Senior  level  professional  accountant.  In  addition  to  duties  described  at  lower 
levels: 

Update,  recommend,  develop  and  implement  operational  policies  and  procedures. 
Update  and  maintain  major  accounting  systems. 
Develop  non-standard  reports  and  statements 
Develop  policies,  procedures  and  methods  for  audit  control 
Three  years  to  five  years  professional  accounting  ex-penence 

Level  4 

Advanced  or  Senior  level  professional  accountant.  In  addition  to  duties  described  a  lower  levels: 

•  Develop  new  accounting  systems  for  new  accounts  or  to  address  operational  changes. 
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•  Provide  specialized  accounting  treatments  for  unusual  situations. 

•  Expected  to  perform  all  or  most  accounting  activities  without  technical  assistance. 

•  Supervise  or  review  the  work  of  professional  accountants. 

•  Four  years  accounting  experience. 

Level  5 

•  Supervisory  or  Expert  level  professional  accountant. 
Supervisory 

•  Administers  of  a  large  functional  area  of  accounting  with  subordinate  staff  including  professional 
accountants. 

•  Five  years  of  professional  accounting  experience  including  significant  supervisory  training  or 
experience. 


Ex-pert 


Develops  accounting  solutions  to  novel  situations  where  clear  precedent  does  not  exist. 

Develops  new  complex  accounting  systems  including  coordination  with  data  processing  staff .  Higher 

level  accounting  assistance  is  not  normally  available  or  called  upon. 

Five  years  of  professional  accounting  experience. 


10  Level  6 


Managerial  level. 

Directs  and  manages  the  maintenance,  development  and  implementation  of  fiscal  policies,  procedures 

and  systems  (including  budget  function)  for  an  organization. 

Typically  supervises  10-25  professional,  technical  and  clerical  personnel  directly  or  through 

subordinate  supervisors. 

Six  years  progressively  responsible  accounting  and  fiscal  management  experience.. 
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ADMINISTRATIVE  SUPPORT 
(SECRETARIAL/GENERAL  CLERICAL) 

Includes  positions  proN-iding  either  generalized  or  specialized  administrative  support  to  an  organization.  General 
support  positions  perform  a  variet>'  of  duties  such  as  word  processing,  reception,  record  keeping,  processing 
documenU  and  making  arrangements    Specialized  support  positions  one  of  thesfe  as  their  primar>'  dut>'. 
Supervisory  positions  are  also  included. 

Levels  are  distinguished  by  the  variety'  and  complexity  of  tasks,  the  knowledge  required  to  perform  the  work,  and 
the  judgment  involved  in  determining  the  adequacy  or  accuracy  of  the  work. 


11  PAYROLL/BENEFITS  TECHNICUN 

•  Performs  technical  work  in  the  preparation  of  biweekly  pajToll  and  the  maintenance  of  related 
accounts  and  records. 

•  Maintains  related  records  and  reports  pro\iding  information  for  monitoring  employee  benefits  and 
payroll  deductions. 

•  Answer  routine  employee  benefit  questions  and  processes  routine  benefils-relaled  documents. 

•  Prepares  pa\Toll. 

•  May  serve  as  leadworker. 

•  High  school  graduation  and  three  years  bookkeeping  with  at  least  one  year  payroll  experience. 


12  WORD  PROCESSING  OPERATOR 

•  Journey  level  word  processing  operator. 

•  Prepares  and  processes  various  text  materials  such  as  memos,  letters  and  reports  using  a  Personal 
computer  or  network  terminal. 

•  Edits  documents  for  appropriate  spelling  and  grammar. 

•  Uses  discretion  to  determine  appropriate  and  pleasing  formats. 

•  Sets  up  and  maintains  electronic  files  and  indices. 

•  Requires  knowledge  of  all  features  of  a  complex  word  processing  software. 

•  High  school  education,  vocational  coursework  in  word  processing  software  and  equipment  and  six 
months  word  processing  experience. 


13  OFFICE  CLERK 

Entry  level  clerical  position,  may  be  filled  by  high  school  work  study  student. 

The  work  involves  apparent  choices  and  limited  steps. 

Answers  telephone  and  routes  calls. 

Files  and  retrieves  documents. 

Opens,  sorts  and  routes  mail  by  addressee  or  using  basic  knowledge  of  the  operations  of  the  office 

Checks  forms  for  accuracy  where  information  is  easily  recognizable  such  as  signatures,  blar\k  fields, 

etc. 

Enters  data  in  manual  or  computerized  record  keeping  system 

May  check  forms  for  accuracy  of  basic  math  calculations  or  similar  operations,  or  correct  data  entry 

errors. 

Tenth  grade  education  and  some  clerical  course  work  or  experience. 
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14-16      ADMINISTRATIVE  CLERK 

Pro\ides  clerical/administrative  support  of  a  specialized  nature  primarily  in  the  area  of  processing  forms 
and  updating  records  (excludes  Accounting  Clerks  and  Data  Entry  Operators)    Requires  minimum  of 
high  school  education  with  some  clerical  coursework  or  experience.  Experience  listed  in  descriptions  is  in 
addition  to  this  requirement. 

14  Level  1 

•  Standards  for  processing  documents  are  ex-plicit,  little  judgment  is  invoKed. 

•  Checks  applications  or  similar  types  of  documents  for  completeness  and  accuracy,  such  as  whether 
they  contain  the  appropriate  signatures,  or  whether  all  required  documents  and  attachments  are 
attached. 

•  May  contact  person  responsible  for  originating  document  to  clarify-  or  obtain  additional  Straight- 
forward information. 

•  Records  transactions  in  manual  or  computerized  record  keeping  system. 

•  One  year  related  clerical  experience. 

15  Level  2 

In  addition  to  level  one  duties: 

•  Compares  details  on  forms  (such  as  math  calculations  or  similar  operations)  with  standards  and 
makes  minor  corrections  to  bring  them  into  compliance. 

•  Involves  steps  that  may  vary  in  order  of  sequence  and  may  require  some  data  inquirj',  such  as 
verification  of  required  education  or  previous  employment. 

•  Some  judgment  is  needed  to  select  appropriate  procedures  for  transactions. 

•  Requires  knowledge  of  the  rules  and  general  purposes  of  forms  or  documents  to  inspect  categorize, 
and  process  according  to  individual  characteristics. 

•  Two  years  related  experience. 

16  Levels 

•  Processes  a  variety  of  documents  involving  different  and  somewhat  unrelated  transactions. 

•  Processing  requires  collection,  comparing,  and  compiling  of  additional  information. 

•  Decisions  involve  acceptability  of  information  or  appropriate  procedures  to  apply. 

•  Requires  knowledge  of  rules,  regulations,  and  standards  for  different  areas  or  considerable  knowledge 
of  specialized  techniques,  terminology,  and  requirements. 

•  May  exercise  supervision  over  lower  level  clerks. 

•  Three  years  related  experience. 


17-21      SECRETARY  AND  ADMINISTRATIVE  ASSISTANT 

All  levels  require  high  school  education  and  some  coursework  and  experience  in  administrative  support. 
Experience  listed  in  descriptions  is  in  addition  to  this  requirement. 

17  Level  1 

•  Answers  telephone,  greets  visitors,  responds  to  inquiries  by  providing  straightforward  information, 
makes  appointments. 

•  May  receive  and  record  payments  on  accounts. 
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•  Uses  word  processor  to  produce  form  memos  and  letters  and  reports  with  established  formats. 

•  Checks  tra\el  reimbursement  claims,  time  cards  and  other  documents  for  accurac>', 

•  Maintains  hard  copy  and/or  electronic  filing  systems 

•  Opens,  reads  and  routes  mail. 

•  Super\ision  is  not  normally  exercised  except  over  temporary  or  part-lime  clerical  help. 

•  Two  years  related  experience. 

18  Level  2 

•  Duties  are  similar  to  Level  1  but  work  involves  some  more  complex  duties  where  alternatives  exist 
and  choices  must  be  made. 

•  Requires  a  higher  level  of  knowledge  in  areas  such  as  word  processing,  accounting,  electronic 
database  report  production  and  in  the  work  of  the  office  supported 

•  Lead  or  line  supervision  may  be  exercised  over  other  clerical  staff. 

•  Three  years  related  experience. 

•  May  require  some  coursework  in  office  practices  or  word  processing. 

19  Level  3 

In  addition  to  duties  described  at  level  I  and  2  performs  duties  such  as: 

Prepares  one-of-a-kind  reports. 

Maintains  financial  records  to  include  basic  reconciliation  and  reporting. 

Monitors  budgets  for  expenditures  and  transaction  errors  and  makes  corrections. 

Prepares  cost  estimates  from  historical  data  for  budgetary  processes. 

Purchases  equipment  services  and  repairs. 

Evaluates  basic  office  procedures  and  work  methods  and  modifies  ihem  to  improve  efficiency. 

Drafls  correspondence  for  the  supervisor  and  other  staff. 

Compiles  and  evaluates  observable  data  and  prepares  draff  reports,  financial  and  statistical  narratives. 

Coordinates  work  on  assigned  projects. 

May  supervise  1  or  2  clerical  staff. 

Four  years  ex^perience. 

Generally  requires  some  coursework  in  office  practices  and  word  processing. 

20  Level  4 

•  In  addition  to  duties  described  at  level  three: 

•  May  perform  work  unrelated  to  typical  adminisuative  support  training  (office  practices,  bookkeeping, 
word  processing,  etc.)  at  a  technical  level,  such  as  graphic  design  work  (over  and  above  word 
processing),  accounting  (over  and  above  bookkeeping),  editing  (over  and  above  proofreading  for 
spelling  and  grammar)  or  other  work  specifically  related  to  the  business  employed  in  (insurance, 
utilities,  grocery,  etc.). 

-or- 

•  May  supervise  a  distinct  clerical/technical  work  unit. 

•  Requires  coursework  or  experience  in  an  additional  technical  area  of  expertise  or  supervisory 
practices. 
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21  Levels 

Similar  to  level  4  with  the  addition  of  more  complex  administrative  duties  such  as; 

•  Develop  office  procedures  to  implement  administrative  policv'  and  directi\es; 

•  Conduct  studies,  evaluate  information  and  recommend  operational  procedures  and  activities. 

•  Coordinate  administrative  practices  with  immediate  and  related  work  units. 

•  Interpret  administrative  policies  and  directives; 

•  Research  projects  affect  related  work  units'  operations. 

•  Study  patterns  and  present  cost-related  predictions  for  budgetary  processes. 

•  Requires  specialized  business  and  office  management  course  work. 

22-23      OFFICE  SUPERVISOR 

Oversee  clerical  positions  such  as  receptionists,  secretaries,  accounting  and  administrative  clerks,  and 
word  processing  operators  proxiding  administrative  support  to  a  large  office.  Duties  are  primarily 
supervisory  in  nature.  Non-supervisory  duties  are  similar  to  Level  3  Secretaries. 

22  Level  1 

•  Supervise  3-5  varied  support  jobs. 

•  High  school  education,  specialized  business  and  office  management  course  work,  and  three  years 
responsible  experience  including  some  supervisory  training  or  experience. 

23  Level  2 

•  Supervise  6  or  more  diverse  clerical  and  technical  jobs. 

•  High  school  education,  specialized  business  and  office  management  course  work,  and  four  or  more 
years  responsible  experience  including  some  super\isory  training  or  ex-perience. 
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DATA  PROCESSING 

Includes  clerical,  technical  and  professional  positions  involved  in  the  maintenance,  operation,  design  and 
implementation  of  data  processing  systems. 

24-25      DATA  ENTRY  OPERATORS 

24  Level  1 

•  Enters  coded  information  into  a  computer  via  an  on-line  terminal  or  PC. 

•  Operates  verifiers  to  detect  and  correct  errors. 

•  May  perform  other  clerical  duues  such  as  filing,  routing,  sorting  and/or  coding  documents. 

•  High  school  and  three  months  data  entr>'  experience. 

25  Level  2 

•  In  addition  to  duties  described  at  level  2 

•  Performs  preliminary  set-up  of  data  entrj'  machine  for  different  applications  and  formats. 

•  May  train  and  serve  as  a  leadworker  over  other  operators. 

•  High  school  graduation  and  one  year  progressively  responsible  data  entr>  experience. 

26-28      rOlNfPUTER  OPERATORS 

Monitor  and  operate  the  control  console  of  either  a  mainframe  computer  or  a  group  of  mini  computers  in 

accordance  with  operating  instructions  for  a  range  of  data  processing  programs. 

Entry  to  the  field  requires  high  school  education,  course  work  or  on-the-job  training  in  computer 

operations,  and  some  practical  experience.  Ex-perience  requirements  listed  below  are  in  addition  to  this 

requirement. 

26  Level  1 

•  Entry  level  operator  on  large  mainframe  or  an  operator  for  a  less  complex  minicomputer  network. 
Most  computer  programs  run  are  scheduled  and  routine. 

•  Operates  computer  console  and  peripheral  equipment  to  produce  desired  output. 

•  Performs  routine  equipment  maintenance  including  cleaning  and  replacing  spare  parts. 

•  Monitors  workload  to  ensure  jobs  are  run  according  to  pre-set  pnorities. 

•  Maintains  logs  and  records. 

•  Conects  routine  problems  applying  standard  procedures. 

27  Level  2 

•  Journey  level  operator  on  a  large  mainframe  computer  system.  Processes  non-routine  as  well  as 
routine  applications.  In  addition  to  duties  described  at  level  1: 

•  Operates  all  computer  equipment  including  system  and  tele-processing  control  consoles. 

•  Diagnoses  and  resolves  problems  which  may  not  be  fiilly  covered  by  standard  procedure. 

•  May  train  or  supervise  lower  level  operators  and  computer  room  staff 

•  Two  years  of  progressive  computer  operation  experience 
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28  Level  3 

•  Advanced  level  computer  operator.  Usually  senior  level  operator  and/or  supersisor.  In  addition  to 
duties  described  at  lower  levels: 

•  May  supervise  other  operators  and  computer  room  stafT. 

•  Diagnoses  and  resolves  most  machine  and  program  malfunctions.   . 

•  May  test  run  new  or  modified  programs  and  assist  in  modifying  programs. 

•  Assists  lower  level  operators  with  new  and  comple.x  production  runs. 

•  Four  years  progressively  responsible  computer  operation  experience. 

29-31      mFORMATION  SYSTEMS  SUPPORT  SPECIALIST 

Provide  technical  support  on  information  systems  (the  hardware  and  software  platform)  using  principles 
and  practices  of  computer  science,  business  administration,  mathematics,  electrical  engineering  or  related 
fields.  Duties  include  installing,  generating,  configuring,  testing,  and  maintaining  operating  sjstem  and 
user  software  packages  on  micro,  mid-tier  and/or  mainframe  computers  and  networks:  evaluating  and 
recommending  acquisition  of  computer  and  software  products;  resoKing  software  and  network  problems; 
preparing  documentation  such  as  instructional  or  procedural  manuals;  modifying  hardware  or  software; 
designing  and  implementing  network  configurations;  providing  consultation  to  information  sjstems 
personnel;  serving  as  a  technical  resource  for  agenc>'  information  s>stems  planning;  serving  as  liaison  to 
vendors;  performing  analysis  of  user  needs  and  making  recommendations  concerning  the  feasibility  of 
automation,  the  most  appropriate  implementation  strategy,  and  the  possible  impact. 

29  Level  1 

Entry  to  journey  level 

Provides  support  for  smaller,  less  complex  systems 

Installs  and  maintains  software  packages,  typically  on  a  Local  Area  Network  (LAN) 

Provides  training  and  technical  support  in  use  of  software  products  e.g.  word  processing, 

spreadsheets.  E-mail. 

Trouble  shoots  and  solves  hardware  and  software  problems 

Technical  assistance  available  from  supervisor  or  higher  level  specialist 

Bachelors  degree  and  some  experience  or  equivalent 

30  Level  2 

Journey  to  advanced  level; 

Network  support  with  diverse  and  numerous  users 

Develops  plans  and  specifications  for  acquiring  and  installing  hardware  and  software 

Recommends  approval  of  major  changes  in  systems 

Solves  complex  or  non-routine  problems  without  assistance 

May  provide  lead  supervision  on  a  project  or  team  basis. 

Provides  technical  support  for  complex  software  products  e.g.  operating  systems,  databases. 

Bachelors  degree  and  3  to  4  years  experience  or  equivalent.  For  positions  that  support  a  LAN,  Novell 

certification  is  desirable. 

31  Level  3 

•  Advanced  or  senior  level  or  supervisor  of  a  small  work  group  supporting  a  network. 
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•  Polic}'  and  planning  activities  directed  toward  facilitating  automation  across  a  broad  spectrum  of 
problem  areas  in  order  to  de\elop  organization-wide  applications; 

•  Technical  resource  for  strategic  information  systems  planning. 

•  Extensive  user  liaison  and  consultation  responsibilities;  technical  support  for  complex  mainframe 
software  products  e.g.  operating  s>stems,  communications,  utilities. 

•  Bachelors  degree  and  extensive  experience  or  equi\  alent 


32-34     PROGRAMMER/ANALYST 

Design,  develop,  implement  and  maintain  computerized  information  and  reporting  systems  (applications) 
using  the  principles  and  practices  of  computer  science,  business  administration  or  a  related  field  and  the 
abilit>'  to  program  in  a  general  purpose  programming  language.  Work  involves  consulting  with  users  to 
gather  information  and  determine  needs,  anal.N-zing  needs  and  objecti\es  in  conjunction  with  s>stem 
capabilities  and  restrictions,  designing  the  logic  and  flow  of  applications  and  programs,  translating 
designs  into  computer  language  code,  testing  applications,  modifying  existing  applications,  training  users 
and  providing  production  support  in  the  operation  of  the  application. 

32  Level  1 

•  Entry  to  journey  level 

•  Designs,  codes,  tests,  and  debugs  programs  following  specifications  prepared  by  a  more  senior 
anaJyst. 

•  Responsible  for  design,  development  and  maintenance  of  less  complex  applications  or  parts  of  larger 
more  complex  applications  under  direction  of  a  team  leader  or  supervisor. 

•  Bachelors  degree  and  some  experience  or  equivalent 

33  Level  2 

•  Journey  to  ad\anced  level 

•  Meets  with  users  to  obtain  needs  and  requirements,  identifies  information  elements,  develops  design 
specifications,  determines  costs  and  makes  recommendations  concerning  feasibilit>,  approach  and 
implementation  strategy; 

•  Responsible  for  design,  development  and  maintenance  of  complete  applications  or  major  elements  of 
large  applications  under  general  supervision 

•  Provides  technical  assistance  in  solving  programming  problems 

•  Bachelors  degree  and  3  to  4  years  of  ex-perience  or  equivalent. 

34  Level  3 

•  Advanced  or  senior  level 

•  Serves  in  a  lead  role  in  pro\iding  maintenance,  enhancements  and  production  support  of  mission 
critical  applications  for  the  organization; 

•  Performs  or  directs  studies  and  analyses  that  lead  to  recommendations  for  the  development, 
enhancement  or  purchase  of  major  applications 

•  Bachelors  degree  and  extensive  ex-perience  or  equivalent. 
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EDUCATION 


35 


TEACHER  AIDE 


Develops  materials  or  equipment  for  special  acli\ities  or  needs  according  to  standards  determined  by 

professional  teaching  staJBT. 

Prepares  and  implements  lesson  plans  for  indi\idual  student  use  following  well-established 

precedents  and  guidelines. 

Assembles  materials  and  equipment  for  class  acti\ities. 

Uses  established  behavior  modification  programs  to  reinforce  appropriate  responses  from  students. 

High  school  degree,  40  hours  or  more  in-service  training,  and  one  year  related  experience.  . 
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LIBRARIAN 


Entry  to  journey  level  professional. 

Oversees  a  small  library  or  a  small  segment  of  a  large  library. 

Recommends  or  selects  reading  materials. 

Maintains  cataloging  system. 

Provides  bibliographic,  reference  and  other  ad\isory  services  to  users. 

Supervises  technical  and  clerical  personnel. 

Trains  subordinates  to  properly  catalog,  research,  distribute  and  protect  documents. 

Master's  degree  in  library  science. 
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ENGINEERING 

Includes  technical  and  professional  positions  involved  in  the  planning,  design,  construction  and  maintenance  of 
stnjctures  and  facilities  such  as  bridges,  sueets  and  highways,  airpons,  and  water,  sanitary  and  flood  control 
systems. 


37  DRAFTER 

•  Journey  level  work  in  preparing  drawings,  manually  or  using  a  computer  drafting  system,  to 
communicate  engineering  designs  and  ideas.  (For  the  purpose  of  this  survey  include  positions 
responsible  for  preparing  cadasUal  and  other  types  of  maps) 

•  Prepares  new  drawings  and  makes  changes  to  existing  drawings  of  construction  projects,  buildings, 
structures,  mechanical  systems,  maps,  plats,  land  profiles  roads,  and  bridges, 

•  Plots  locations  and  labels  significant  features. 

•  May  prepare  graphic  work  for  publications. 

•  High  school  graduation  with  course  work  in  drafting  and  one  year  drafting  experience. 

38  ENGINEERING  TECHNICIAN 

•  Provide  technical  support  to  engineers  or  related  professionals. 

•  Perform  combinations  of  data  compilation  and  transformation,  surveying,  monitoring  construction, 
testing  and  design. 


39  DESIGNER 

•  Entry  level  position  in  design  plan  preparation 

•  Participates  in  pre-design  studies  by  compiling  data  such  as  facility  location  and  features,  cost 
estimates,  and  design  planning  reports. 

•  Assembles,  codes  and  analyzes  dau  such  as  survey  notes,  soil  studies,  and  aerial  maps. 

•  Recommends  general  design  features  based  on  standards  or  precedents  directly  applicable  to  the  type 
of  engineering  project. 

•  Prepares  or  supervises  preparation  of  plan  sheets  to  show  design  features. 

•  High  school  graduation  and  five  years  exijerience  in  drafting  and  design  technician  work,  or  a 
Bachelor's  degree  in  a  related  engineering  field. 

40  FIELD  TECHmCIAN 

•  Entry  to  journey  level  position  providing  technical  support  for  engineers  by  gathering  information  for 
project  design  and/or  monitoring  construction. 

•  Uses  survey  instruments  to  measure  or  determine  distances,  elevations,  areas,  angles,  land  boundaries 
or  features. 

•  Translate  design  plans  to  actual  construction  site  using  survey  equipment  and  markers. 

•  Tests,  weighs,  and  inspects  construction  materials  using  simple  or  repetitive  tests  on  soils,  concrete 
and  aggregates  (sieve  analysis,  slump  tests  and  moisture  content  tests). 

•  Monitors  construction  in  progress  to  ensure  conformance  to  design  plan  specifications. 

•  Work  is  performed  under  the  supervision  of  a  higher  level  techrucian  or  an  engineer. 
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•      High  school  graduation  and  three  years  surve>ing  or  construction  experience  including  on-the-job 
training  in  technical  areas. 


41-45      PROFESSIONAL  ENGINEER 

Perform  work  requiring  a  bachelor's  degree  or  equivalent  in  engineering. 

41  Level  1 

•  Entry  or  training  level. 

•  Apply  conventional  engineering  concepts,  techniques  and  procedures  with  close  supervision  provided 
for  difficult  problems  or  non-routine  work. 

•  No  practical  engineering  experience  is  required. 

42  Level  2 

•  Entry  to  journey  level. 

•  Modify  and  adapt  conventional  concepts  and  techniques. 

•  Complete  segments  of  more  complex  projects  such  as  solving  the  geomelr>  of  horizontal  and 
intersecting  curves  and  spirals,  preparing  preliminary  designs  of  alignments  and  drainage 
requirements  or  overseeing  bridge  construction. 

•  One  to  two  years  of  professional  engineering  experience. 

43  Levels 

•  Journey  level. 

•  Conventional  and  advanced  work  such  as  completely  designing  conventional  structures  and  roadways, 
and  inspecting,  investigating  and  reviewing  standard  engineering  projects. 

•  Supervises  technicians  or  entry  level  engineers  on  a  project  basis. 

•  two  to  four  years  of  professional  engineering  experience. 

44  Level  4 

•  Advanced  level. 

•  Work  performed  requires  diversified  engineering  knowledge,  advanced  techniques,  and  modification 
of  principles  and  practices. 

•  May  supervise  technicians  or  lower  level  engineers  on  a  project  basis. 

•  Four  to  six  years  of  professional  engineering  ex^jerience.  Licensure  may  be  required. 

45  Level  5 

ExTjert  or  Supervisory. 

•  Expert:  Work  performed  involves  novel  concepts  and  approaches,  and  requires  in-depth  ex-perience 
and  seasoned  judgment. 

•  Supervisory:  Coordinates  project  teams  or  work  units  as  predominant  work.  Non-supervisory  work  is 
described  by  levels  3  and  4. 

•  Six  or  more  years  of  professional  engineering  experience.  Licensure  may  be  required. 
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ENVIRONMENTAL  SPECULISTS 


46-49      ENVTRONMENTAL  SPECIALIST 

Involved  in  acuulies  (1)  to  ensure  compliance,  or  to  assist  clients  in  compKing  with  health  and  pollution 
control  laws  and  permitting  processes,  and/or  (2)  conducting  studies  and  analyses  of  natural  efTccis  and 
man  made  developments  on  the  environment.  Work  includes  collecting  data  about  the  environment, 
conducting  inspections,  and  designing  and  implementing  environmental  studies  and  pollution  control  and 
mitigation  programs  Positions  may  be  generalists  but  usually  specialize  in  an  activity  such  as  water  or  air 
qualit}'  analysis  and  compliance,  solid  waste  disposal,  environmental  remediation  or  facility'  siting  review. 

Typical  minimum  requirements  are  a  Bachelors  Degree  in  life  or  physical  sciences  such  as  chemistry, 
biology,  soils,  hydrology  or  geology,  with  either  a  minor  or  some  practical  experience  such  as  an 
internship  in  environmental  studies. 

46  Level  1 

Entry  level  position  normally  assigned  to  one  portion  of  an  environmental  project . 

Collects  base  line  information  such  as  soil,  groundwater,  and  vapor  conditions. 

Analyzes  environmental  data. 

Writes  portions  of  reports  and  studies,  recommends  control  measures  or  remediation. 

May  explain  regulations  and  environmental  control  laws  to  others 

Supervised  by  a  higher  level  environmental  specialist  or  engineer 

47  Level  2 

Journey  level  professional  normally  responsible  for  one  portion  of  a  large  project.  In  additional  to  duties 
at  level  one  usually  performs  one  or  more  of  the  following: 

Determines  sampling  locations,  frequencies  and  types  of  chemical 

Oversees  installation  of  a  variety  of  environmental  monitoring  systems. 

Performs  site  evaluation  work  and  determines  corrective  action  requirements. 

Prepares  field  investigation  reports. 

Designs  remediation  projects  where  accepted  practice  or  precedents  are  applied. 

Inspects  facilities  for  compliance  with  environmental  laws. 

Directs  and  implements  appropriate  remediation  activities. 

Provides  technical  assistance  to  others  on  specific  contamination  issues 

Bachelors  degree  and  two  to  four  years  of  related  experience  or  Master's  degree  and  some  practical 

experience. 

48  Level  3 

Advanced  level  position  responsible  for  planning,  oversight,  coordination  and  production  of 
environmental  impact  statements,  environmental  assessments  and  special  studies.  In  additional  to  duties 
described  at  lower  levels,  usually  performs  one  or  more  of  the  following: 

•  Designs  and  write  study  plans,  defines  issues  and  scope  of  work. 

•  Determines  preferred  methods  of  analysis 

•  Conducts  research  and  in-depth  analysis  in  multiple  resource  areas. 

•  Determines  biologic,  socioeconomic,  land  use,  visual  and  aesthetic  impacts 
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•  Identifies  mitigation  opportunities  or  alternatives 

•  May  serve  as  project  team  leader  over  interdisciplinan.  teams,  monitor  project  budgets,  and  review 
technical  papers,  and  prepare  and/or  approve  baseline  in\eniories  and  impact  assessment,  mitigation 
and  monitoring  techniques. 

•  In  addition  to  requirements  at  level  2,  two  years  of  progressive!)  responsible  experience. 

49  Level  4 

Project  Supervisor: 

•  Direct  the  work  of  lower  level  Environmental  Specialists  on  major  projects. 

•  Are  responsible  for  all  phases  of  an  en\ironmental  study  or  remediation  project. 

•  Direct  the  preparation  of  project  records,  reports,  impact  statements  and  assessments. 

•  Effectively  recommends  and  implements  appropriate  control  or  conective  action  programs. 

•  Masters  Degree  in  a  physical  or  life  science  and  three  or  more  years  of  project  work  e.xperience. 

Expert: 

In  addition  to  work  described  at  level  3: 

•  Is  a  technical  expert  in  a  specialized  environmental  or  scientific  topic  area. 

•  Work  requires  novel  approaches  to  research  or  remediation  due  to  unusual  environmental  conditions 
or  problems. 

•  Research  and  plan  design  require  substantial  depth  of  analysis  and  s>"nthesis. 

•  Masters  Degree  in  a  physical  or  life  science  and  three  or  more  years  specialized  research  work 
experience. 
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PROFESSIONAL/MISCELLANEOUS 


50  ADMINISTRATIVE  OFFICER 

•  Performs  professional  and  administrative  work  in  support  of  a  manager  or  e.\ecuti\e  ofTicial  or  in 
support  of  an  entire  organization.  Either: 

(a)  Directs  or  performs  the  administrative  operations  of  a  smgle-purpose  organization  including 
personnel  management,  fiscal  planning  and  documentation,  management  s>'slcms  analysis  and 
implementation,  and  property  and  space  management,  or 

(b)  Designs,  conducts  or  directs  research,  investigations  and/or  program  anaixses  on  a  narrow 
range  of  concerns  such  as  personnel  management,  fiscal  management,  organizational  slnicture, 
management  systems  development  and  polic)'  analysis. 

•  Bachelor's  degree  in  public  or  business  administration  and  three  \ears  professional  administrative 
work  experience. 


51  PERSONNEL  OFFICER 

•  Advanced  professional  work  in  personnel.  Serves  as  the  highest  le\el  personnel  administrator. 

•  Develops,  recommends,  coordinates  and  implements  personnel  policies,  procedures  and  services  in 
recruitment  and  selection,  pay  administration,  performance  appraisal,  staff  development,  and 
discipline  and  discharge. 

•  Writes,  updates  and  implements  affirmative  action  plans. 

•  Investigates  grievances,  discrimination  and  harassment  complaints,  recommends  appropriate  action, 
and  represents  the  agency  in  fact-finding  and  mediation  efforts. 

•  Reviews  new  positions  to  determine  appropriate  qualifications  and  compensation  range  to  be  offered. 

•  May  be  involved  in  the  selection  of  personnel  and  in  negotiation  for  starting  salaries 

•  Normally  supervises  1-2  clerical  staff  and/or  a  lower  level  personnel  technician  or  specialist. 

•  Bachelor's  degree  in  personnel  administration  and  four  years  personnel  experience 


52  ATTORNEY 

•  Journey  to  advance  level  attorney.  In  a  large  law  firm  is  distinguished  from  lower  level  attorneys  by 
greater  technical  difficulty  or  more  variety  in  the  cases  assigned  and  greater  impact  in  terms  of 
money,  precedent  and  public  concern. 

•  Higher  levels  are  responsible  for  supervising  and  assigning  work  to  a  staff  of  lawyers  or  are  the  chief 
legal  counsel  for  a  large  organization. 

•  Renders  legal  advice. 

•  Prepares  cases  and  represents  client  in  legal  proceedings 

•  Negotiates  complex  contracts  or  settlements. 

•  State  licensure  and  five  years  progressively  responsible  legal  experience 


30 


SERVICE/MAINTENANCE 

Includes  a  variety  of  unskilled,  semi-skilled,  and  skilled  positions  providing  services  to  an  organization  or 
institution. 
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FOOD  SERVTCE  WORKER 


Performs  easily  learned  tasks  in  a  food  service  operation  such  as: 

Prepares  food  such  as  vegetables,  or  drinks  and  packages  baked  goods. 

Serves  food  in  a  ser\ing  line. 

Stocks  shelves  and  fills  condiment  containers. 

Washes  dishes,  sanitizes  food  preparation  equipment  and  cooking  and  eating  areas. 

Completion  of  eighth  grade. 

(Does  not  include  restaurant  waiters  or  waitresses) 


54  COOK 

•  Performs  skilled  cooking;  responsible  for  total  meal  preparation  in  a  smaller  restaurant  or  food 
service  operation  or  for  parts  of  meal  preparation  in  a  large  restaurant  or  food  senice  operation. 

•  Prepares  a  variety  of  hot  food  items,  entrees,  and  ala  cart  items  from  established  menus  and  recipes. 

•  Estimates  daily/weekly  food  and  other  supply  needs  and  recommends  requisition  or  purchase. 

•  Serves  as  lead  worker  over  food  service  workers  and  directs  preparation  of  food  items. 

•  May  be  supervised  by  a  higher  level  cook. 

•  Completion  of  eighth  grade,  two  years  experience  in  food  operations  including  formal  or  on-the-job 
training  in  cooking  and  some  experience  in  a  supervisory  capacity . 

55  MAIL  CLERK 
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Performs  clerical  and  manual  work  in  the  processing  and  distribution  of  mail. 

Picks  up  mail  from  the  post  office. 

Sorts  mail  and  parcels 

Loads  onto  carts  or  trucks  and  delivers  mail  on  established  route. 

Receives  and  sorts  outgoing  metered,  unmetered,  and  interoffice  mail. 

May  sell  stamps  or  other  postal  services. 

Operates  electronic  equipment  to  weigh,  meter,  and  bill  accounts. 

May  participate  in  the  orientation  and  training  of  new  personnel. 

High  school  education,  one  year  of  mailroom  experience,  and  a  \alid  driver's  license.. 


PRINTTNG  PRESS  OPERATOR 


Operates  off"set  printing  machines  to  produce  close  registration  and  multi-colored  duplications. 

Logs  in  orders  and  gives  cost  and  time  estimates. 

Advises  on  color,  weight,  and  types  of  papers  and  inks  available. 

Makes  paper  masters  and  metal  plates 

Cleans  and  adjusts  equipment  and  makes  minor  repairs. 

Cuts  paper  stock. 

Collates,  staples,  binds,  and  punches  materials  using  power  equipment 

High  school  and  one  year  experience  including  on-the-job  training  in  the  operation  of  a  variety  of 

duplicating  machines. 
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LAUNDRY  WORKER 


Sorts  and  weighs  laundn'. 

Operates  commercial  washers  and  drjers 

Mixes  cleaning  chemicals. 

Weighs,  marks,  and  racks  laundry. 

Cleans  laundr\  equipment  and  work  areas. 

May  perform  minor  repair  of  clothing  and  bedding. 

Completion  of  eighth  grade  and  some  related  experience. 
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CUSTODIAN 


Mops,  waxes  and  polishes  floors 

Vacuums  and  shampoos  carpets. 

Dusts  and  polishes  furniture 

Cleans  walls,  woodwork. 

Cleans  and  sanitizes  lavatories,  locker  rooms  and  shower  areas. 

Empties  trash  containers. 

May  make  minor  repairs. 

Works  under  a  custodial  or  maintenance  supervisor. 

Completion  of  eighth  grade  and  some  experience  performing  similar  tasks. 
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CUSTODIAL  SUPERVISOR 


Schedules  and  assigns  work. 

Trains  custodians  in  the  proper  use  of  cleaning  equipment. 

Ensures  that  policies  and  procedures  are  followed. 

Orders  and  distributes  supplies  and  equipment. 

Recommends  hiring  and  other  personnel  actions  to  higher  level  supervisor 

Coordinates  custodial  work  with  security  and  maintenance  personnel. 

May  perform  custodial  work. 

Completion  of  tenth  grade  and  three  years  custodial  work  including  some  supervisory  training  or 

ex-perience. 


60-64      MAINTENANCE  WORKER 

Perform  general  maintenance  and  repair  of  equipment,  buildings  and  grounds  requiring  practical  skill  and 
knowledge  and  some  proficiency  in  such  trades  as  carpentry,  masonry,  plumbing,  painting,  welding, 
heating  and  ventilation  and/or  electrical  work.  Levels  are  distinguished  by  level  of  skills  required, 
equipment  operated  and  responsibility  for  the  maintenance  function    Duties  may  include  some 
responsibility  for  secunty  of  buildings  and  boiler  checks  after  hours    Excludes  journey  level  crafl 
positions  such  as  carpenters,  electricians  and  mechanics. 
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Level  1 


Includes  entry  level  maintenance  workers  and  custodians  whose  duties  include  a  significant  amount 
of  maintenance  work. 
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•  Operate  light  equipment  (mowers,  light  trucks),  and  basic  power  and  hand  tools  . 

•  Simple  repairs  such  as  to  doors,  windows,  and  fences. 

•  Simple  maintenance  such  as  changing  oil,  lubricating  machincr>'.  replacing  parts,  changing  filters, 
painting  structures  and  equipment  using  brushes  and  rollers. 

•  May  assist  higher  level  maintenance  staff  in  more  complex  maintenance  and  repair. 

•  High  School  vocational  training  and  one  year  related  experience. 

61  Level  2 

•  Positions  stronger  than  level  1  and  weaker  than  level  3  in  difficulty  and  responsibility. 

62  Level  3 

•  Includes  positions  w  hich  perform  a  variety  of  maintenance  duties  with  little  or  no  supervision. 

•  Operates  equipment  such  as  loaders,  back  hoes,  dozers,  graders,  snow  plows,  trucks  and  buses. 

•  Performs  moderatel>'  complex  repairs  such  as;  replacing  motors  in  light  equipment  or  machinery, 
replacing  faucets  and  valves,  welding 

•  Moderately  complex  maintenance  such  as  taping,  plastering  and  painting  rooms. 

•  Carpentr>'  work  such  as  building  walls,  fixing  furniture,  building  cabinets  and  shelves  and  completing 
trim  work. 

•  High  school  with  course  work  in  building  trades  and  two  years  of  related  experience 

63  Level  4 

Positions  stronger  than  level  3  and  weaker  than  level  5  in  difficulty  and  responsibility. 

64  Level  5 


Supervises  unskilled  and  semi-skilled  maintenance,  custodial,  and/or  groundskeeping  personnel. 

Prioritizes,  schedules,  lays  out,  assigns  and  reviews  work  of  subordinates. 

Recommends  hiring,  discipline,  discharge,  and  training  of  personnel. 

Acquires,  issues  and  maintains  inventory  of  tools,  equipment,  and  supplies. 

Operates  and  maintains  heating/cooling,  water  and/or  sewage  s>stems. 

Participates  in  planning,  repair,  maintenance  and/or  minor  remodeling  projects. 

Reads  and  interprets  blueprints. 

Provides  data  for  budget  estimates. 

High  school  graduation,  vocational  training  and  four  years  experience  in  general  maintenance  work 

including  one  year  as  leadworker. 


65  WAREHOUSE  WORKER 


Unloads  and  loads,  unpacks,  and  moves  materials  and  equipment. 

Places  stock  in  proper  storage  places. 

Inspects  items  for  proper  quantity  and  condition. 

Fills  requisitions  and  distributes  materials  to  users. 

Assists  in  taking  inventories. 

Marks  or  tags  stock  for  identification. 

Operates  forklifts,  hand  trucks  and  other  moving  equipment. 

Drives  light  trucks  to  make  local  deliveries. 

High  school  and  one  year  of  warehouse  experience. 
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